














More exclusives than any other electric 
Only the Smith-Corona Electric gives 
you so many. 

One-hand, one-step automatic mar- 
gins. Cushioned touch. On-off signal 
light. Page Gage. Half-spacing. 

The precision-built Smith-Corona 
Electric is first-in reliability, first in 
value, too. It outclasses any other 
office electric typewriter made today. 











The only manual with accelerator action 
You get more speed with more ease 
with the sturdy Smith-Corona Secre- 
tarial, most reliable manual made. 
Whatever your needs, we have a 
machine to do the job. For a free 
demonstration and the “Secretary’s 
Handbook,” call your Smith-Corona 
office or write to Smith-Corona, 701 E. 
Washington Street, Syracuse 1, N. Y. 


Smith-Corona can match the machine to the job! 


Is/c/mj SMITH -CORONA 
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Teletype machines help cut 
costly paperwork 


A Teletype machine equipped with a simple sprocket-feed mechanism 
can handle multi-carbon forms as readily as the more familiar plain 
paper on which messages are transmitted. Thus distances can be 
bridged not only with information, but with information that is 
preprocessed, ready to go to work. 
example: A sales order is transmitted from branch office to home 
office and reproduced accurately and precisely on a form in the 
Teletype machine—with carbons for production, accounting, 
shipping, etc. No further order-writing effort needed, 
no recopying errors. 
Teletype printers handle a wide variety of multi-copy forms. 
Moreover, the usefulness of this technique can be further extended 
with Teletype tape punching and reading equipment— 
which can capture, store and utilize repetitive 
data to further mechanize paperwork procedures. 
For more information about Teletype Model 28 TELETY PE 
equipment, please write to Teletype Corporation, 
Dept. 34C, 4100 Fullerton Ave., 
Chicago 39, Illinois. : ial 
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lets you make photographic offset masters at one-per-minute speed 
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New Kodak Ektalith Loader-Processor teamed up with office camera, 


Look! “Desk space” is all you need 
to process photographic offset masters! 


Kodak’snew Ektalith Loader-Processor 
lets you make reduced, enlarged or 
same-size offset masters in full roomlight 
right next to your office camera. 

This ingenious unit, which serves as 
a “desk top” darkroom, is used to load 
high-speed Kodak Ektalith Transfer 
Paper . . . and to process it after exposure 
in camera. Attached Ektalith Transfer 
Unit puts image on low-cost paper mas- 
ter which makes sharp duplicator copies. 

Another important use of Kodak 


AK ODAK 


Ektalith Method lets you make 10 or 

more copies without making plates or 

running duplicator. Simply add a Kodak 

Ektalith Copy Unit to your setup. 
Costs are surprisingly low—less 

than $800 for Ektalith Loader-Processor 

with Transfer and Copy Units. Free 

booklet tells all! Phone local 

Ektalith dealer or write 

Eastman Kodak Company, 

Graphic Reproduction 

Division, Rochester 4 NT. 


Price is list and s t 
to change without nc atice 


@iktalith .. puts you ahead in offset 


maM ETH OO 
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The 9 Methods of Appraisal Interviewing 
If your performance appraisal interviews are not as effective as you would 
like them to be, consider some of the many ways to accomplish the results 
you seek. ROBERT HopPpock 
How Forms Simplification Improved Order Handling 
The shoemaker’s children are sometimes ill shod. When a forms manufac- 
turer combined its own forms, it got the kind of methods improvement that 
its customers had been getting for a long time. GEORGE HANO 
Integration in Offices 


The FBIs Office Story * Reap y © 
J. Edgar Hoover writes, “Too often when an important criminal or subver- 
sive case is solved, headlines tell only the events of the actual investigation 

. This article gives a clear picture of what the FBI owes today to the 
business techniques of our modern society.” 

Insurance Company’s Improved Cash Surrender Procedure 
It previously required the full time of 15 people for this operation. Now, 
although business has tripled, a dozen persons can do the job in a day and 
a half each week. 

How IBM Files Its Copies of Engineering Drawings _ . 

This filing is a cog in the overall production operation. It may seem a 
small cog, but great pains have been taken to insure its peak efficiency 
Puitie L. DiStast 


Plants That Will Grow in Offices _. ; 
At least half a dozen foliage plants will grow with a minimum of care, 
some without sunshine. Here are the varieties to choose for offices and how 


to care for them. DorotHuy G. LUNDBLAD 
Effective Methods of Expense Control 
Expense control should consider those items w hich appear unimportant, 
but which take on significance under analysis. Also consider the intangibles 
that add to business expense. Harry L. WYLIE 
A System for Reimbursing Traveling Representatives 
Some company inspired systems for expense reimbursal may contain 
hazards that are not immediately apparent. An authority on the subject 
describes what to watch out for. o. GC. WAZ 
Annual NOFA Convention in Atlantic City 
How Food Processor Makes Sales Reports 
Liquor Dealers Require Fast Service from Distillers 
When dealers do not like to carry heavy inventories, they order only when 
they expect stock to move. Then they expect fast deliveries. They get them 
from this distiller, thanks to EDP. M. J. DEVANEY 
A Translator for Computer Languages 
Automation for Large New York Bank 


Crutches for Your Memory 
Here are a wide variety of ways to help you remember the numbers, letters, 
words and other facts that you use now and then. Davin V. Lewis 
Southern California Business Show 
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500 possise DESK 


COMBINATIONS TO FILL 
YOUR EXACT NEEDS! 


e 58 different components 
Genuine Walnut throughout 
Plastic tops available 
DuPont Dulux finish 


New KV Full Extension 
drawer slides 


Vertical veneer on rims 
won't chip or check 


Both legal and letter 
size file cabinets 


Complete line of matching 
furnishings 


“BUILT TRUE CLEAR THRU" 


HOOSIER DESK COMPANY 


Jasper, Indiana 
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The completely new Model 5500 is the 
most compact, versatile desk model postage 
meter mailing machine ever made. It is the 
result of years of research and development. 

Hand operated, the 5500 stamps, seals 
and stacks envelopes quickly, efficiently. It 
prints postage for any kind of mail, in 
denominations from 14¢ to $1.0914; and 
with the meter stamp will print your own 
small ad, too...if you want one. Provides 
postage for parcel post on special tape. 
Always has the right stamp. The 5500 
makes mailing easy, fast, accurate, worth 
its cost in convenience alone. 

The meter is light, easily removable. Set 
by the postoffice for as much postage as 


PITNEY-BOWES 
Postage 
Meter 


Offices in 132 cities in U.S. and Canada. 


you want to buy, it protects postage from 
loss, damage, misuse. 

Date changes are made by turning a 
dial. The inker is an improved new type. 
Quick fill water container for moistening 
envelope flaps, has visible water level. Eye- 
level window shows amount of postage to 
be printed. Double registers show postage 
on hand, postage used. And the 5500 is as 
good looking as it is useful. 

Ask the nearest Pitney-Bowes office for 
a demonstration, no obligation. Or send 
coupon for free illustrated booklet. 

FREE: Handy desk or wall chart of new 


postal rates with parcel post map 

and zone finder. 

SLI IIO™ casei 

eal | . Re 
OUR AD HER 


pn repre 


Pitney-Bowes, INc. 
3483 Pacific St., Stamford, Conn. 


Send ( booklet CQ Postal Rate Chart to: 


Name 





Address 
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NOW! PRINTED PIECES 


LABELED AUTOMATICALL 


IBM type 407 or 
Addressograph electronic 
facsimile tape labels 


gummed or ungummed 
33-to-a-sheet labels 


roll strip labels 
or continuous pack 
form labels 


[r 








cut labels 


"x2%" to 3%’ 


is 
Mh 





ee 
Applies labels addressed from your punched cards, plates, stencils 
and other addressing systems. Even applies cut or individual labels! 
Trims costs by applying in excess of 14,000 labels per hour. Handles 
post cards, insertion cards, pamphlets, brochures . . . all sizes of enve- 
lopes .. . and lightweight booklets, magazines, catalogs and quarter- 
fold tabloids. Compact, too! And so simple that it can be operated by 
your own personnel. The Cheshire Model E. 


Write for 
CHESHIR i= - descriptive brochure 
iE fete] gfe] 7 wa ae) Dept. O-3 
1644 N. Honore St. Chicago 22, Ill. 
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This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 
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ADDRESSING EQUIPMENT 
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Confidential 
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BRISTOL, INDEX 
Parsons 


a SHOW 


54 S. Cal 


sauensaune 


Deci-Magic .... 


Diehl 
Divisumma ..... 
Facit 


CALENDARS 
Ever Ready .. 


} norma 

Kenro A 
Sharpshooter .. 
CARBON COPY SETS 
Duplisette 
Huron Copysette 
Letterex 


CASH DRAWERS 
Indiana 


CHAIR COVERS 
Coverteers 


CHAIRS 


PRODUCT 
CHECKWRITERS 


CLEANING CLOTHS 
Masslinn 
Scotch 


CLOTHES RACKS 
Bevco 
Office Valet 


COFFEE CUP STERILIZER 


A ee ere ; 


wo s CHANGERS 


esd 
Col-A-Tron ....... 
Collamatic 
Rotomatic .... 


CONTROL BOARDS 

Acme Visible Pero 
II ins <cvececoness ; 
Maggie Magnetic 

Visual Magnetic ........ 
CONTROL PANELS, WIRING 
PanelLogic 

I cv ecevcosivacesceuss 


CONVEYORS 
Mercury 


COUNTERS, TABULATING 
Denominator 


COPYHOLDERS 
Cop-e-Eez 
Rite-Line 


COPYING MACHINES 


Ektalith 
Kenro 
Masterfax 
Photorapid 
Photostat 


8 Planocop 


Printess 
Quick Silver 


238 Sharpshooter 





NO OTHER CHAIR SITS SO EASY AS THE 


= 


and folds so flat...only 


variety of seating purposes for 


Priceless comfort, rare luxury, ex- 
treme serviceability . . . all yours 
to enjoy with this unique Clarin 
creation. The upholstered, bonded 
foam rubber seat, back and arms 
provide relaxing delights never 
before achieved in auxiliary seat- 
ing. Practically designed to serve a 


office, school, hospital, church 
and other institutions. 

This is only one of several Clarin 
patented originals that were cre- 
ated to give you extra seating 
facilities without using extra 
space. Colors galore for any decor. 


CLARIN MFG. CO., 4640 W. Herrisen, Dept. 50 Chicage 44, til. 


Without obligation, send complete information on Clorin 


Auxiliory Secting 

Firm Nome_ 

Street Address 
eT — 


individual's Nome__ 
Pioneers in Auxiliary Seating. Est. 1925 


Write 
or 
Send 
Coupon 


GUARANTEED 
10 FULL 
VEARS 


Model 
3417-GGAC 


ac CLARIN Manufacturing Co., 4640 W. Harrison, Chicago 44, Ill. 
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Want a cleaner way to dust? 
This “wonder fabric” is a must... 


SCOTCH BRAND 
Dusting Fabric No. 550 


Ideal for desk tops, counters, 

file cabinets. ““SCOTCH’’ BRAND’S special 
dust-absorbent fabric has hundreds of 
tiny traps that catch dust and 

hold it. Leaves no lint, no oily film. 

60 generous, long-lasting dusters 

in handy perforated roll—just $1.98. 
Ask your office supplier now! 


**SCOTCH'’ IS A REGISTERED TRADEMARK OF 3M COMPANY 


Mimmesora Afimine ano A\fanuractunine company, 3M 
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The 9 Methods of 


ROBERT HOPPOCK, New York University, New York 


TTACKS on the performance ap- 

praisal interview are frequently 
based on the false assumption that there 
is only one kind of interview. There 
are at least nine different kinds, and 
even more variations. Some have been 
specifically designed to avoid the weak- 
nesses which are so widely, and some- 
times justly, criticized. This article de- 
scribes nine kinds of appraisal inter- 
views, their purposes, advantages and 
disadvantages, and some of the condi- 
tions under which they may and may 
not be used successfully. 


1. Tell-and-Sell 


You appraise your subordinate, tell 
him his strong and weak points, sug- 
gest how he may improve and offer a 
plan for his development. Unless he 
convinces you that you are mistaken, 
you try to persuade him to accept your 
appraisal and your suggestions. 

This kind of appraisal interview is 
most widely used and most severely at- 
tacked. Most people feel threatened 
when their weaknesses are called to 
their attention. Instead of accepting the 
appraisal, they defend themselves 
against it. Instead of correcting their 
faults and strengthening their weak- 
nesses, they resent the injury done to 
their self-esteem. Previously cordial re- 
lations become strained and _per- 
formance deteriorates. 

Despite this obvious handicap, the 
Tell-and-Sell method sometimes works. 


12 


If the subordinate’s strengths far out- 
weigh his weaknesses, if the interview 
deals mainly with how the strengths can 
be used to the mutual advantage of 
man and company, if the criticisms are 
so trifling that the subordinate leaves 
the interview with his self-esteem 
raised, he will sometimes quickly cor- 
rect his minor faults and attack his 
work with increased confidence and 
vigor. Particularly good results may 
follow if the man has previously under- 
estimated his own potential. 


2. Tell-and-Listen 


You appraise your subordinate, tell 
him his strong and weak points, sug- 
gest how he may improve, and invite 
him to tell you how he feels about all 
this. You listen, try to understand how 
he feels and summarize the feelings he 
has expressed. Neither agree nor dis- 
agree, unless he convinces you that 
some part of the appraisal should be 
changed. Never try to persuade him; 
never argue. Thank him for telling you 
how he feels. 

This method avoids some of the acri- 
monious arguments that develop when 
the subordinate disputes the validity of 
the appraisal and the superior defends 
it. It gives the subordinate ample op- 
portunity to state his case, and the su- 
perior can correct the appraisal if neces- 
sary. It permits the subordinate to ex- 
press his resentment in words. If he 
does this freely and fully he may feel 
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less need to express his resentment in 
deeds. He also may be more likely to 
consider the criticisms than if his re- 
sentment were still corked up inside 
him. 

The Tell-and-Listen method is usually 
better than the Tell-and-Sell when there 
is reason to expect a challenging re- 
action from the subordinate. The sub- 
ordinate who challenges an appraisal 
does so because it is important to him. 
If it is that important, he will continue 
to think about it. If he thinks about 
it, it will affect his behavior. If he has 
been forced to back down and lose face 
in an argument with his boss, he will 
harbor a more bitter grudge, and be less 
likely to respond constructively, than if 
he were allowed to blow off steam. Ap- 
praisals can be very effective even if 
the superior does not defend them. 


3. Committee Appraisal 


A committee of the man’s superiors 
discusses his performance and prepares 
a joint appraisal. Differences of opin- 
ion are reconciled or compromised. 
The committee may or may not include 
you, your superior, other persons on 
your level or above. Your subordinate 
may or may not choose the committee. 
You and he review the appraisal and 
discuss what, if anything, should be 
done about it. 

Committee Appraisal protects 
subordinate from unfair appraisal by a 
biased supervisor. It is also hoped that 
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the 


‘a committee of three may have had 
more opportunities to observe the sub- 
ordinate and that the judgment of three 
persons may be better than one. The 
onus of criticism is distributed among 
three critics. The weight of their com- 
bined judgment makes it more difficult 
for the subordinate to challenge the ap- 
praisal. If he has chosen some or all 
of the committee members, he may be 
less likely to challenge their judgment 
and more likely influenced by it. The 
interview may then be focused less on 
the validity of the appraisal and more 
on what the subordinate can do to im- 
prove his performance. 

The principal weakness of Commit- 
tee Appraisal is that some committee 
members frequently have had little op- 
portunity to observe the person being 
appraised. This is more likely to be 
true when committee members are 
chosen from the appraiser’s superiors. 
In compromising differences of opinion, 
important and valid criticisms may be 
so softened as to lose their effect. If 
the subordinate chooses the committee, 
the appraisal may be biased in his 
favor. 


4. Peer Appraisal 


Your subordinate is appraised by 
three or more of his colleagues on his 
own level. He may select the apprais- 
ers, Or you may select them, or all of 
your subordinates may appraise each 
other. The identity of the appraisers 
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may be concealed or revealed, as they 
prefer. Their appraisals may be com- 
bined or examined separately. You and 
your subordinate review the appraisals 
of him, and discuss what, if anything, 
should be done about them. 

This method relieves the supervisor 
of all responsibility for criticism. If the 
subordinate challenges the criticism the 
supervisor can inquire, “How do you 
suppose they got their impression of 
you? What do you think you ought to 
do about it?” 

Though the supervisor foregoes his 
opportunity to criticize on this occa- 
sion, he retains his right to discuss his 
subordinate’s performance on other oc- 
casions. By relieving the appraiser of 
the responsibility for criticism, this 
method makes it easier to persuade su- 
pervisors to undertake appraisal inter- 
viewing. 


5. Measured Performance 


If your subordinate is a salesman or 
a production worker, you and he to- 
gether review his work record. If he 
is a manager, you and he together re- 
view the measured production, job at- 
titudes and job satisfaction of his sub- 
ordinates. Together you consider 
whether or not these could be improved, 
and how. 

This method removes as much sub- 
jective judgment as possible and sub- 
stitutes some form of measurement on 
which the superior and the subordinate 
have previously agreed. This method 
also relieves the superior of the onus of 
criticism, reduces the probability of dis- 
putes about performance and increases 
the likelihood that the appraisal inter- 
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view may deal constructively with the 
way in which performance can be im- 
proved. The principal disadvantage of 
Measured Performance is the difficulty 
of devising valid and acceptable meas- 
uring instruments. 


6. Joint Appraisal 


You and your subordinate sit down 
together, each with a blank appraisal 
form before you. The forms are iden- 
tical. You discuss each item on the 
form and tell each other how you think 
each question should be answered. You 
discuss any differences but do not try 
to reach a compromise. You each re- 
cord what you believe to be the correct 
response. Both forms are filed. You 
discuss how he may develop along lines 
of his own choice. 

This method reduces resentment of 
criticism by giving the subordinate an 
opportunity to participate in his own 
appraisal. It also may increase accuracy 
by an exchange of judgments before 
any appraisal is recorded. A subordi- 
nate learns what his superior thinks of 
his performance but is not asked to 
accept the superior’s judgment if he dis- 
agrees with it. It is assumed that the 
subordinate will continue to think about 
the criticism and probably be influenced 
by it. Being relieved of any need to 
convince the subordinate of the validity 
of the appraisal, the superior is free 
to direct the interview to constructive 
discussion of how the subordinate may 
develop along lines of his own choosing. 
There remains, of course, the possibil- 
ity of resentment by the subordinate 
of criticisms with which he disagrees. 
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7. Self-Appraisal 


Your subordinate appraises himself 
and brings his appraisal to you. You 
examine it but do not challenge it, ar- 
gue nor persuade. You ask questions 
only to be sure you understand how he 
feels. You invite him to tell you what 
he is doing and what he plans to do in 
the way of self-development. You ask 
if he wants any help from you. If he 
does, you discuss possibilities; then 
thank him and file his form. 

This method removes all occasion 
for dispute and resentment. The func- 
tion of the supervisor is limited to help- 
ing the subordinate to do what he wants 
to do. If the supervisor is sincere in 
wanting to understand how the subor- 
dinate feels and wants to help him, the 
subordinate may leave the interview 
with a warm feeling of acceptance and 
understanding. Relations between su- 
perior and subordinate may be im- 
proved. Supervisors may be less re- 
luctant to undertake this kind of inter- 
view. 


8. Talent Scout 


You ignore weaknesses and failures, 
and ask your subordinate to tell you 
what he considers to be his greatest suc- 
cess, on or off the job. You ask which 
of his abilities he thinks contributed to 
that success, and what kinds of satis- 
factions he got from it. You explore 
his other successes in the same way. 
You learn all you can about what he 
does well, and try to find new ways 
in which his abilities can be developed 
and used to benefit both the company 
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and him. You invite and discuss his 
suggestions as well as your own. 

This method also removes the occa- 
sion for resentment and dispute. It as- 
sumes that criticism and correction, if 
needed, are a part of the supervisor’s 
daily responsibility, to be discharged 
as the occasion arises rather than ac- 
cumulated and delivered in one de- 
vastating blast. The interview becomes 
a kind of prospecting for undiscovered 
assets. Because it involves no threat 
to anyone, it is usually a pleasant or 
a neutral experience. Supervisors are 
less reluctant to undertake this kind of 
interview. 


9. Problem Solving 


You appraise the job instead of the 
man. If a job description exists, you 
review it to see if it needs revision. If 
no job description exists, you ask the 
man to tell you all the things he does. 
You ask which of these consume most 
of his time, and which he considers 
most important. You invite him to 
help you review the work of your de- 
partment. You ask what he thinks the 
department does well, and what he 
thinks the department could do better. 
You ask how he could help you and 
how you could help him. If you have 
the courage, you ask if you do anything 
that makes his work harder. You agree 
on his plans and yours for his work 
in the year ahead. You discuss what 
he and you will need to realize these 
plans. 

This method also relieves the super- 
visor of any need to criticize, reduces 
his reluctance to interview and focuses 
the attention of both parties on poten- 
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NOW! A NEW CONCEPT 

IN COMPUTER DESIGN 

SETS A NEW STANDARD 

OF VERSATILITY AND VALUE! 


THE FULLY-TRANSISTORIZED 


APC-4000 
ELECTRONIC 


COMPUTING 
SYSTEM 


THe Orrice—March, 1960 





The RPC-4000 is a new, fully-transistorized electronic 
computing system with the largest memory, greatest 
problem-solving capacity and flexibility in the low- or 
medium-priced field. It is the latest member of a grow- 
ing family from the people whose LGP-30 has become 
the world’s leading small-scale computer. 


Wide range of applications: the RPC-4000 has been de- 
signed for engineering, scientific, business data proces- 
sing and management control functions. Such jobs as 
product and process design, statistical analysis, research, 
inventory control, payroll and sales analysis are all well 
within its capabilities. 


Easy to use: the RPC-4000 is simple to program and 
rate. Royal McBee compiling and translating routines 

allow even non-technical personnel to obtain maximum 

results. Versatile abnanabetee gives programming 

speed and flexibility. 

Available at low cost: high capacity, flexibility and ease 


of operation make the RPC-4000 the outstanding com- 
puter value on the market today. 


Minimum operating costs: the RPC-4000 requires no site 
preparation or — maintenance. It is powered from 
any ordinary wall outlet. 





Continuing assistance: users benefit from free training, 
an information exchange service, and library of programs. 


Heart of the RPC-4000 system is 
a new transistorized computer with 
advanced design concepts that pro- 
vide substantial computing speed 
and capacity in a low-cost unit 
Magnetic memory drum stores 8008 
words. Operating speeds are as 
high as 230,000/minute 


Standard input-output is a tape 
typewriter system which includes a 
Royal electric encoding - decoding 
typewriter complete with desk and 
chair, plus a tape punch-read con- 
sole. Read speed is 60 characters 

sec., punch speed 30 characters/ 
sec. Typewriter, punch and reader 
may be interconnected in any com- 
bination for both on-line and off- 
line operations 


A new 500 character/sec. photo- 
electric tape reader and a 300 
character/sec. punch are available 
as optional input-output equip- 
ment. A magnetic tape unit and a 
line printer will be available soon. 
As many as 17 input-output devices 
(60 with minor modification ) may 
be connected on-line to the basic 
system. All peripheral equipment 
is under automatic Program con- 
trol of the computer 


A Royal Precision Corporation 


Royal Precision is jointly owned by the Royal McBee and 
General Precision Equipment Corporations. RPC-4000 sales 
and service are available coast-to-coast, in Canada and abroad 
through Royal McBee Data Processing Offices. For full, de- 
tailed specifications on the new, transistorized RPC-4000, write 
ROYAL M°BEE data process ng division, Port Chester, N.Y 
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tial improvement. It is designed to in- 
crease the subordinate’s identification 
with his job and with the company, to 
improve the working relationships be- 
tween superior and subordinate and to 
improve the performances of both. 


Comparison of Methods 


No one method is best for all men 
and all companies. Although a single, 
standardized method may be the most 
convenient to administer, it may not be 
the most effective way to get the de- 
sired results. 

The first six methods described above 
all include some provision for appraisal 
by superiors, equals or subordinates, 
and for conveying the results of such 
appraisal to the person appraised. Since 
no one is perfect, all such appraisals 
are likely to include some criticism. 
With criticism there is always the 
danger that the person criticized may 
react defensively rather than construc- 
tively. He may resent the criticism and 
express his resentment in poorer per- 
formance. 

The method most likely to produce 
this undesirable result is Tell-and-Sell, 
which is also the most widely used. 
The last five methods are all designed 
in some way to reduce the danger of 
bitter argument over the accuracy of 
the appraisal. 

Methods 7, 8 and 9 eliminate this 
danger completely by removing all criti- 
cism from the appraisal. They forego 
whatever value there may be in telling 
a man how others appraise his per- 
formance. These methods also provide 
no company record of the supervisor’s 
judgment of his subordinates. Such a 
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record can, of course, be obtained sepa- 
rately and not used in the interview. 

Methods 1, 2, 6 and sometimes 3, 
make the superior a party to any criti- 
cism which may appear in the appraisal. 
By so doing, they almost invite the sub- 
ordinate to be defensive and resentful 
toward the superior. Superior-subordi- 
nate relations may be strained. The 
supervisor may find it difficult, if not 
impossible, to get the subordinate to 
consider constructive measures to re- 
move the criticisms which the subordi- 
nate is more inclined to dispute. For 
these reasons many superiors are under- 
standably reluctant to undertake ap- 
praisal interviews based upon these 
methods. Methods 4, 5, 7, 8 and 9 re- 
duce the dangers of resentment and 
argument, increase the probability of 
constructive discussion, and make it 
easier to get supervisors to do appraisal 
interviewing. 

The Tell-and-Sell method seems to 
work best with the individual who needs 
little or no criticism, and with the do- 
cile person who likes to have someone 
else tell him what to do. Tell-and-Listen 
is better for the individual who needs 
criticism, who is likely to dispute it, 
who frequently blows off steam and 
thereafter seems to harbor no resent- 
ment. 

Committee Appraisal of some kind 
is indispensable when there is real 
danger of biased appraisals by super- 
visors who play favorites. 

Peer Appraisal introduces a poten- 
tially reverse bias, in the hope of mak- 
ing more acceptable any criticisms. It 
is particularly appropriate for the man 
who resents authority but who is very 


(Continued on page 126) 
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better 
than 

a pill 
for 
relieving 
WTS ass 
tension 


the NEW DICTOGRAPH intercommunication system 


Businessmen today generally live in a climate of tension. Most executives are reconciled to 
living with it; the menace to their health and efficiency notwithstanding. In fact, some even 
glorify tension as requisite to proper performance. This is sheer rationalization. 

DICTOGRAPH OWNERS are subject to stresses like other executives but they find that their 
DICTOGRAPHS actually take much of the tension out of business living. 

There are reasons for installing a NEW DICTOGRAPH that every cost-conscious businessman 
will cheer. DICTOGRAPH will increase your productiveness at least 30%. It will reduce outside 
telephone costs, and increase the availability of outside trunk lines enormously. But — it does 
much more. 

DICTOGRAPH speeds the transmission of your orders, decisions, ideas. It leaves messages 
for you, reminds you (gently) when a call is waiting. You talk and listen without flip-flapping 
keys. You can have a closed circuit conference. The NEW DICTOGRAPH is endlessly adaptable 
to your needs. : 

Above all, DICTOGRAPH gives you more time to think, to plan, to make money for your 
company. Does this sound attractive? Then fill in the coupon and mail today. You lose nothing 
but your tensions. 


DICTOGRAPH PRODUCTS, INC. Dept. 0-3, 
95-25 149th St., Jamaica 35, New York 
a re y ee ae ee 


COMPANY___ ee a ae ae Ce 
ADDRESS____ ‘ ee Se en 
——ZONE__STATE 
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How Forms Simplification 
Improved Order Handling 


GEORGE HANO, Treasurer, Philip Hano Co., Holyoke, Mass. 


LTHOUGH A LEADING forms 

and business systems manufac- 
turer, the rapid expansion of our com- 
pany had prevented us from fully di- 
recting our talents to our own organi- 
zation. Our order department reorgani- 
zation was an experiment in this direc- 
tion, and the results have been outstand- 
ing. Early in 1957, we had outgrown 
the traditional system for handling cus- 


e@ THE 
FIVE FEET OF 
SHELF SPACE 


Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 


U. S. Govt. 
| STURDY & DURABLE 


Choice selected 14” 
hardwood. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 
with a full load. 


Walnut Finish or 
Natural Wood Finish 


sa” long, 13” deep, 
31” high. 


14” between shelves 


$4950 


general willingness by our staff to stay 
on top of the workload, we had a de- 
teriorating situation involving an order 
department of 30 people in three sec- 
tions in extremely cramped quarters. 
Individuals in each section were com- 
pletely handling a customer’s order 
from the time it arrived in the mail 
until all paperwork and product were 
assembled for final mailing and ship- 
ment. There was no specialization and 


ATTENTION 
It’s here—a mobile office 
unit—New, Functional. 
oooltrolls coo o 


F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier 
Society, Inc. Publishers of 
The Book of Knowledge and 
Encyclopedia Americana. 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 
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YOUR CUSTOMER 
WILL NEVER KNOW 
YOUR PAPER COSTS 
SO MUCH LESS... 


9 AN INTEGRATED Fa 


-— wt 


PL 


Advanced production methods BUT YOUR 
bring you superior FINCH, ACCOUNTANT 


_PRUYN papers at lower cost. 

New FincH or Cooper’s CAvE WILL! 

OrFseET, Bonp and DuPLICATOR ° 

grades have superior printing Clip This Coupon te Your Company Letterhead 


and production characteristics. r 
sete | FINCH, PRUYN & COMPANY, INC. 
FINCH, PRUYN papers are ideal | Glens Falls 9, N.Y. 


for direct mail, form printing, |__| would like to see samples of the Finch, | 
house organs, letterheads. | Pruyn line: 


| (1 Direct Mail, Form Printing, House Organs | 
| CO Duplicator C) Letterheads | 


| Name.... 


FINCH, | Compeny..... 
PRUY N : Address 


AND COMPANY INC. GLENS FA S NY 
wont Ee ere? i... 





niceriniienipe en meel 
For More Information Circle No. 426 
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at Talo t-leal-Jait- ll 


new way of 


rohit fet—Mreotey oh slate, 


NEW XEROX 914 


OFFICE COPIER 


... makes copies on 
ordinary paper 


Xerography, world’s most versatile copying 
method . . . nine years of research .. . and 
now, the advantages of this fast, dry, elec- 
trostatic copying process incorporated into 
an office copying machine. 

The new XeroX® 914 Office Copier makes 
copies on your own letterhead, on ordinary 
paper (plain or colored), vellum, or offset pa- 
per masters. As many as 6 copies a minute! 
And the quality of reproduction is superb. 


No wet chemicals 
-..-no waste 


Neither expensive sensitized paper, inter- 
mediate film negative, nor liquid chemicals 
are required. And since there are no adjust- 
ments to make or exposure settings, there’s 
no waste of materials with a XeroX 914 Copier. 


Just push a button 
... copies flow! 


Anyone is an expert the first time he 
uses a XeroX 914. Simply place original 
face down on scanning glass, select num- 
ber of copies desired, press ‘‘Print’’ but- 
ton. From that point on the machine op- 
erates by itself. 





Copies everything... 
never misses acolor 


Everything written, typed, printed, 
stamped, or drawn. Copies from any orig- 
inal . . . even pages in thickbound vol- 
umes. Copies all colors, including reds 
and blues, with sharp black-on-white fi- 
delity. Nothing's left out. 








About 1¢ per copy 
for supplies! 


There’s no feeding of copy paper or rehan- 
diing of the original with a XeroX 914 Office 
Copier. It gives you unlimited copies—at a 
cost of about 1¢ per copy for supplies. For 
full information and/or demonstration, write 
HALOID XEROX INC. 
9X-4 HALOID STREET, ROCHESTER 3, N. Y. 
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the system required thai a person who 
was basically a typist be an expert in 
order writing, shipment routing, reorder 
flagging, pricing and all other phases 
of order handling. Aside from the de- 
partment manager, who was required 
to have an encyclopedic memory, two 
group leaders and six order checkers 
had been added to speed up the whole 
system and control quality because 


The 


A versatile and 

flexible office conveyor 

, designed for handling of 

departmental and interdepartmental 

paper work movements. This unit moves 
individual forms and documents at 

any speed to meet specific flow requirements. 


Executives engaged in time study, methods, systems 
or procedures are invited to write for Bulletin No. 500. 


ERCURY INDUSTRIES, INC. 
365 BROADWAY * HILLSDALE, N. J. 


of the recurrence of mistakes. 

The time for tackling our problem 
could not be deferred to any “best 
time” since the problem existed 12 
months of the year. An analysis by 
Frank Hudgik, order department man- 
ager, turned up nine basic forms in use 
by each of the three order sections. In 
addition there were numerous “do-it- 


yourself” forms which individuals had 


“OFFICE”’ 
CONVEYOR 


devised to aid 
their memories. 
The outmoded 
system included: 

e Three order 
forms designed 
for different prod- 
uct classifications. 

e Three bills 
of lading to serv- 
ice different types 
or locations of 
customers. 

@e One master 
shipping label 
which was sp.-rit 
duplicated. Also 
a first class mail- 
ing label for mail- 
ing proofs. 

@ One reorder 
reminder card, in- 
cluded in_ the 
shipment. 

@ One multi- 
part billing form 
requiring _repeti- 
tion of much or- 
der data. 

After analysis, 
the above nine 
forms were re- 
duced to two. 


aa 





NORTH 
4-2636 
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Like Standing 


ona Cloud 














HYGIENIC 


Foot Comfort 


MATS and RUNNERS 


Fatigue caused by standing on hard floors is 
eliminated when Hygienic Foot Comfort Mats 
are used. They offer restful, relaxing 
support to those who must work stand- 

ing — quickly pay for themselves with 
increased efficiency. Available in 8 
decorator colors with all edges beveled 

for safety and appearance. 





See your OFFICE SUPPLY DEALER 
or write to: Flooring Division, Dept. E 


HERE'S THE SECRET... 


A beautiful rubber tile flooring bonded 
to a sponge rubber base provides proper 
support without being “mushy.” 


THE HYGIENIC DENTAL MANUFACTURING CO. 
AKRON 10, OHIO, U.S.A. 
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What 
PROGRAM-MATIC 
Automation 
does for your 
offset duplicator 


The new ATF Program-Matic 
Control System 
e simplifies duplicator operation 
@ cuts paper waste and press time 
@ permits operator to handle more than | 
one machine at a time 
e stops your duplicator automatically at | 
end of run 
e lets you stop any time...and resume | 
without losing count | 
(Models of the ATF Program-Matic Control 
System are avatlable for Multilith 1250 and 
Whitin Masterlith, as well as the ATF Chief 
15 illustrated.) 


American Type Founders 
200 Elmora Ave., Dept. O, Elizabeth, N. J. 


Please send descriptive literature on ATF Program-Matic 
duplicator. 
TITLE 


_ ae 

NAME ...... 
COMPANY - | 
STREET & NO. ne Wa | 
ciTY _.. ZONE .......... STATE ™ 


(make) ‘ 
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| organization, 
| processed within a week and most of 


| EQUIPMENT 


| AOR coos secs. 0 


| Spirit Duplicator 
| Weber Tag-O-Graph 


The order staff was reduced from 30 to 
21 people; in function, from mostly 
typists to mostly order handling spe- 
Cialists; in equipment, from 30 type- 
writers and other miscellaneous small 
machines to four typewriters, one 
Flexowriter and one IBM 824 type- 
writer card punch. 

We reassigned released personnel to 
new positions in our expanding com- 
pany. This resulted in a higher degree 
of understanding, accuracy, efficiency 
and morale for all concerned. Our 
training problem was minimized and 
personnel replacement became a minor 
problem. In spite of the cost of the 
more complex forms, Flexowriter and 
card punch rental, our overall forms 
and equipment cost was lower, and the 
less crowded office area permitted effi- 
cient arrangement for an orderly flow 
of work. Whereas processing had 
taken up to two weeks before the re- 
all orders were being 


them within three days. 
Perhaps the outstanding advantage 





1957. 1958 1959 


Flexowriters 0 


Electric Typewriters 
Manual Typewriters ... 


2 
0 
0 
4 
Friden Calculator | 
I 
| 


! 

| 

0 | 
30 5 
0 0 
! | 
| | 





Changes in office equipment during the 
three years. Now, however, a complete 
tabulating department has been installed. 
This equipment is not listed above. 
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was that our own organization, from 
top management down through those 
who handled orders in the factory and 
on the shipping platform, recognized 
the benefits. Employees had first-hand 
knowledge of what they were supplying 
in the way of record-keeping assistance 
for business generally. The year 1958 
saw further simplification. In spite of 
much higher volume, the order depart- 
ment staff was reduced from 21 to 18. 





To: Infra Corporation Dept. 5 
66 South Main Street 
Clarkston, Michigan 





The training program and experience 
acquired resulted in higher quality work 
and a better balanced workload with- 
in the department. During one three- 
months period when the number of or- 
ders handled increased approximately 
334%3%, processing time remained the 
same. 

Without any direct explanation by 
management to the sales force, many 
compliments were received from cus- 








PROTECTS, and PAYS by Reducing Absenteeism! 


10 DAY MONEY BACK GUARANTEE 


Please ship C.0.D. one (1) “Clean Ray” coffee cup sterilizer complete with 
8 decorator-designed ceramic mugs for only $34.95 plus parcel. post. 


Another product of Infra Corp. Creators of Electronic Equipment for Germ Control 


makes sense in any 
office or shop! 





DEALERS INQUIRIES INVITED 
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... write 
best of all 


«precision we. because 


typewr iters they’re built 
best of all 


Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 
any other typewriter. You [/ Fina your nearest 


Authorized Olympia 


will find Olympia a solid ao. | Bolene 


investment in efficiency. a 

OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
For More Information Circle No. 286 
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& 


DICTATION PORTABILITY 








ANSCRIPTION 








¥ 
ey 














All yours in one handsome, compact unit...the economical, new self-powered 
Telefunken“600" Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery recharger. A single 
microphone button controls every action... dictate, ey 
backspace, playback, stop. Lightweight, easy-to-mail 
magnetic disc can be used over 10,000 times. Preci- 
sion-built for quality, value and dependability by the 


world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600° Portable Dictating Machine 


For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N. Y. 
For More Information Circle No. 287 
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30 


Typing mistakes never bother her. os 


she uses 

Eaton’s Corrasable Bond 

Corrasable Bond typewriter paper 
will be a money saver for you and a 
great favorite with your office staff 
because: mistakes erase without a 
trace from Corrasable’s special sur- 
face. No smudges, no scuffs. Eaton’s 
Corrasable Bond eliminates retyping 
worries! Send for a generous sample 
of time-saving Corrasable 
Bond to try in your 
office now! 


CORRASABLE BOND 
Made only by Eaton 


Erases Without a Trace 


EATON PAPER CORPORATION 

Dept. OF-3, Pittsfield, Mass. 

I’m enclosing 25¢; please send me my 
25-sheet sample of Eaton’s Corrasable Bond. 


Name 





Firm 





Street 





City Zone State 
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Forms required in the old system (above) 
| and those used in the new system (below). 


tomers, dealers and our own salesmen. 
The latter, and our accounting depart- 
ment, were particularly pleased since 
the order department was able to ab- 
sorb much of the statistical work of an- 
alyzing orders by converting the 
|punched Flexowriter tape to punched 
cards and forwarding these to a service 
| bureau for processing. This also re- 
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“T hate to admit it... 


but since our 
new Thomas, collating 
is almost fun.” 


Next to a run in my new nylons 
... nothing annoyed me more than 
getting stuck with the dreary job 
of walking around a table gather- 
ing duplicated pages into sets. 


With our new Thomas Collator— 
what a difference! In a matter of 
minutes, I can do what used to take 
me hours .. . faster, easier and 
without even moving from my chair. 


If the girls in your office suffer 
from collating blues, why not write 
the people at Thomas for complete 
information. If you’re like my boss 
and me... you'll be glad you did. 


Thomas Collators Inc. 
100 Church St., Dept. B, N. Y., N. Y. 
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You Owe It to Your Overhead 


to see this 


ALL-NEW 
Copease Champion 


New efficiency inside - New styling outside 
New performance, too! 


The Copease Champion’s exclu- 
sive Posi-Contact exposing process 
gives finer copies than ever be- 
fore possible on any comparable 
machine. This unique negative-to- 
original contact gives top quality 
copies with all the speed and 
convenience of a rotary copier. 
You're assured good copies of the 
most difficult originals. And 


there’s no dial adjustment for 96% 
of all copying. Paper waste prac- 
tically disappears because guess- 
work is eliminated. 

The result? Unbeatable operating 
economy. Tests by America’s lead- 
ing corporations prove that the 
new Copease Champion produces 
high quality copies more economi- 
cally than any comparable machine. 


SEND NOW FOR COMPLETE INFORMATION 


Copease 


°c eee . a the? “ 


COPEASE CORPORATION 


425 Park Avenue, New York 24, N.Y. 


For More Information Circle No. 256 
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( opease 
ied JEGna.| 


Name__ 
Firm 
Street 


City 





Please send more information on 
the Copease Champion. 


| would like a free 3-day trial of the 
new Champion. 


Piease send more intormation on 


the Copease-Banda. 


Please send more information on 
the Copease Copilith. 











BUSINESS REPLY MAIL 


COPEASE CORPORATION 
425 PARK AVENUE 
NEW YORK 22, N. Y. 











FIRST CLASS 
PERMIT NO. 20630 
NEW YORK, N.Y 


COPEASE COPILITH 


Built by the originators of office 
offset presses. Four models: 
from the Junior, so simple that 
two motions start or stop; to the 
Super with 17144"x23)," printing 
area, and outstanding register 
for first class color work. 


COPEASE-BANDA 


A full line of spirit duplicating 
and systems models. Line selec- 
tion for every systems and 
duplicating need. 


AND DUPLICATES 


A 





| POSITION 

| Junior Typist 

| Senior Order Writer 

| Junior Order Writer 

| Distribution 

| Order Writing Std. Reg 
| Order Writing Cust, Reg. --._Order Writing Std. Snap 


duced our accounting personnel by one 


| person. 


During this period Rudolph R. 


| | Bigda became associated with our or- 


ganization and work standards were es- 
tablished after reviewing all operations 
for work simplification. Mr. Bigda and 
Mr. Hudgik continued the program 
during 1958 and 1959. The tables on 
these pages indicate the changes in 
personnel, types of jobs and equipment. 
It will be noted that while each indi- 
vidual in the order department has a 
specific position, each is trained for an 
alternate position of equal or higher 
grade. This provides a smooth flow of 
work during vacations and absences, 
greater flexibility during peak periods, 
and enables management to determine 
promotability by reviewing an individ- 
ual’s work in an alternate job. Person- 
nel upgrading can be done with a mini- 
mum of workflow interruptions. 

Our first Flexowriter produced two 
punched tapes for each order handled. 
One is used to type repeat orders auto- 
matically while the other converts or- 
der information to punched cards. Un- 
til 1959, the IBM 824 was adequate for 
our needs, but this gave way to a sec- 
ond Flexowriter at the beginning of 
1959. Before that, our punched cards 





ALTERNATE POSITION 
Senior Typist 

Traffic & Coding 

Senior Order Writer 
Order Writing Std. Reg. 
Order Writing Cust. Reg. 


Senior Pricer Checker 
Junior Pricer Senior Pricer 
B/L & Label Typist Junior Typist 





Each person is trained for an alternate 
position of equal or higher grade. 


For More Information Circle No. 349 
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Introducing the ALL NEW 
SELECTRIC’ FILE 


4 BASIC MODELS 


Write For Catalog 


NEW OPPORTUNITIES IN MASS CARD FILING 


The LeFebure SELECTRIC FILE brings cards to the operator, instead of 
having operators chase after the cards. No unnecessary walking, reaching, 
stooping, pushing and pulling. Production is increased by operators being 
kept at work stations. No record is more than 11/, seconds away from the 
operator. To convert, all you do is transfer cards from your present file to 
removable trays of Selectric File. Will handle all card sizes. 


another forward step in office efficiency 
Le febutre Gusixess Systems and Eguyoment 
LeFebure Corporation, Cedar Rapids, Iowa 


An Affiliate of Craig Systems, Inc., Lawrence, Mass. 
For More Information Circle No. 269 
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1957 

Manager 

Group Leaders 

Order Checkers 

Order Writers & Typists 
Stenographer 

File Clerk 

Stock Order Typist 


1958 

Manager 

Asst. Mgr. 
Checkers 

Order Writers 
Order Typists 
Credit Clerk 

B/L & Label Clerk 
Distribution Clerk 
Stenographer 

File Clerk 

Proof Checker 
Pricers 

Traffic Man 

Stock Order Typist 


| 
| 
2 
5 
2 
| 
| 
| 
| 
| 
| 
2 
| 
| 


21 


1959 

Manager 

Asst. Mgr. 

Checker 

Order Writers 
Typists 

Credit & Statis. Clerk 
B/L & Label Clerk 
Distribution Clerk 
Genl. Clerk & Typist 
File Clerk 

Proof Checker 
Pricers 


Traffic Man 





How personnel were reduced over a three-year period. 


were sorted outside by a service bureau. 
Now, however, the system is fully 
rounded out with a complete tabulating 
installation which permits complete or- 
der and billing analysis and control 


within our own offices. James Olivier, 
one of our systems experts, has spear- 
headed this and played a prominent 
role in the order department reorgani- 
zation. 





aa OZ Yow Office, 


Sy. 


)) ) 


With the introduction of Gates 
Acoustical Cabinets into today’s 
modern offices the disturbance pre- 
viously caused by Office Machine 
noise can be completely eliminated. 
Acoustical cabinets increase the 
efficiency and comfort of Office 
Personnel by providing them with 
a noise-free office. Your office will 
seem “kitten quiet” once you have 
installed these amazing Acoustical 
Cabinets. 





FROM BUSINESS MACHINE 


Nowe 





Write for details. Give machines, makes, models you use and measurements. 


se=ee@ACOUSTINET, 


INC. 


703 SPAULDING YATES BLDG., SHERIDAN DR. * TONAWANDA, 
For More Information Circle No. 344 
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Of course! He specified Parsons 
cotton fiber Index Papers! Now 
office forms and files look bet- 
ter, perform better, last longer 

. make good business sense. 
Your printer can get them for 
you, too. . . quickly. 


KING COTTON BUSINESS PAPERS 





| how to get 
what you need... 


+) YOURS: RECORD-KEEPING 
5 PAPER GUIDE NO. 12! 
ies WRITE ON YOUR BUSINESS 
Oa LETTERHEAD TO PARSONS 
m PAPER DIVISION, NATIONAL 
ss VULCANIZED FIBRE COMPANY 
ie pak te HOLYOKE. MASSACHUSETTS 


For More Information Circle No. 318 
38 





| Parsons 





Integration in Offices 


SUBSTANTIAL INCREASE in 
A negro job seekers during the next 
ten years and a concurrent shortage of 
trained negro workers, particularly in 
the white-collar field, were pictured in 
the annual report of the President’s 


| Committee on Government Contracts 
| which will concentrate its efforts on the 


integration of negroes into the white- 


| collar job category, where the greatest 


increases in employment are expected. 

“Our labor force will probably ex- 
pand from 73.6 million workers to 86.1 
million in the next decade,” the report 
states. “In this net addition of 13.5 
million workers, the major proportion 


| will consist of workers under 24 years 


and over 45. Fewer than a million will 
fall into what statisticians call the prime 
working group, 25-44, which has the 
most training and most of the skills we 
need. Our non-white population in- 
creased more rapidly (22%) between 
1940 and 1950 than our white popula- 
tion (14%). Employers who will be 
looking for male, white workers under 
45 will be in trouble in this decade be- 
cause these workers will not be avail- 
able in the numbers required.” 

Census Bureau data indicate that 
80% of white children 14-18 are at- 
tending high school while only 65% 
of negro children in the same age group 
are enrolled. According to Labor 
Dept. projections, the report states, 7.5 
million new workers will be without a 


| high school education unless educators, 
| vocational guidance counsellors and 


employers see that negro youth are 
trained for the types of jobs which 


(Continued on page 120) 
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COUNTY PROCESSES OWN MICROFILM FOR 
QUALITY CONTROL AND FASTER SERVICE 


Los Angeles County is one of many municipalities to discover the benefits in processing its 
own microfilm with a Houston Fearless Labmaster*. According to Ray Lee, County Recorder, 
in-office processing makes filmed documents available for viewing days sooner, while giving 
his office complete, accurate control over image quality. 

Because the microfilm Labmaster is completely automatic, one technician can process the 
entire day’s flow of documents with uniform high quality results. The unit is designed for 
easy operation in a fully-lighted room. Compact, completely self-contained, it includes an 
air compressor, refrigeration system and archival unit for absolute film permanency. 
Priced to pay for itself from savings in processing costs. 

Numerous banks, insurance companies, and other business firms are reaping benefits daily 
by processing their own microfilm. Send now for details including attractive leasing plan. 





= HOUSTON HOUSTON FEARLESS CORPORATION 


an FEARLESS 11855 W. Olympic Bivd., Los Angeles 64, California 


We'd like more information on the advantages of processing 
our own microfilm. Send catalog and prices on Microfilm 
Labmaster. (] Furnish details on leasing plan. 


MEABMASTER® | ‘=. 


| | Zone State 
For More Information Circle No. 458 














*Trade mark 











STRIPPING ano OPAQUING 


MODEL K-D — New! assemble it yourself and 
save money. Solid construction, adjustable 
straight edges, ample leg room, adjustable 
feet. Prices: 20” x 24” $149.00 
30” x 45” $187.50 


MODEL ASL — This economical, precision 
built, Colight Art Stripping Table, is de- 
signed for the Artist, Photographer, and the 
Lithographer. Adjustable straight edges, 
double glass for coolness and better light 
diffusion. Prices: ASL No. 1, 16”x18” work- 
ing area 

ASL No. 2, 19"x25” working area. . $79.50 


A 4 MODEL TST — The Colight Tilting Stripping 


~ é Table is a unit you never have to leave. 
oe (> While seated, necessary materials are at 
your fingertips. Adjustable tilt, straight edges, 

and feet. Price: Model TST, working area 

$149.50 


MODEL CSO—The Colight Cabinet Strip- = ec® 
ping and Opaquing Table combines a large 

working area with storage facilities. A side 

tray, adjustable straight edges and feet, and 

double glass are additional deluxe features. 

Price: Model CSO, working area, 

25” x 2742” 


. 
Let Colight Solve Your Litho Problems | 
| 
| 
| 


| operation. Or, you can send for the literature offered on the next page. 


If you want help in planning your litho equipment needs, just drop us a note. 
We'll be glad to recommend the best equipment for economical, efficient * 


For More Information Circle No. 248 
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SAVE... Burn Pertect Plates 
In Your Shop with 


EXPOSURE FRAMES 


BV EXPOSURE FRAME. Cut plate costs 
in half with this scientifically designed 
exposure frame... get absolutely uni- 
form exposure. Available in three sizes 
from 10”’x16” to 17”x22”. Price 
(10°x16") $289.00 


MODEL B CONTACT EXPOSURE FRAME. 
Make pre-sensitized plates with this space 
Saving contact exposure frame. Has auto- 
matic timer, new gear controlled lock. No 
installation required. 10°x16” exposure 

Price $150.00 





BENCH MODEL VACUUM FRAME. Save 
time and maintain high quality with this pre- 
cision built vacuum frame. Heavy duty 
Gast pump and molded blanket assure ab- 
solute contact. Three sizes to choose from: 
11°x 17" to21\y’ x 25”. Price (16’ x 2144") 

$169.50 


FREE LITERATURE 


Please send me a complete catalog on Colight equipment for the 
Offset shop. 


Name 
5 bower hua erates Ua ae Mal ewis BORD iva State 

316 Chi Ave. 
COLWELL LITHO PRODUCTS, INC. neces, Hien. Dept. 0-3 
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» CLEAREST RECORDING, MOST DEPENDABLE 
FOR REMOTE OR NETWORK COMMUNICATION 


SCRIBE S1-70 remote is a rugged commercial size dictat- 
ing machine. Scribe records your voice with unmatched 
clarity on high fidelity Mylar magnetic tape—pre-loaded 
in 30 minute tape magazines. All operations are con- 
trolied by finger tip touch with the exclusive “Miracle 
Mike” desk station. Work load permitting, one Scribe 
serves as both recorder and transcri ber. Scri ibe remote 
dictation systems are versatile—ideal for switchboards, 
intercom systems or any recording need rae m one to 
fifty dictators. 

Other models for individual use. 

Thousands of dependable Scribe machines are in use in 


MODEL S1-70 Government, business and industry 





@eeeeeeneaeeeces 


REPRESENTATIVE REMOTE INSTALLATIONS 


featuring 


— >: 


MIRACLE 
MIKE Single executive FRE PS oa ot crenced w Satin 20 








Desk set button punches time indicator card on 
machine at secretary's desk to indicate length 
and end of each letter and automatically indicates 
end of dictation when microphone is replaced. 
Lights signal when machine is in use. 


“‘Miracle Mike” gives you finger tip control of all 
functions of the machine. 


DEALERS—WRITE FOR PROTECTED TERRITORY INFORMATION executive “Miracle Mike” desk sets with Single $1-70 Serit 
remote recorder and $1-60 iber. Allows di ond tran- 
LET US PROVE IT! SEND COUPON TODAY scribing ot same time. 


SCRIBE DISTRIBUTORS CO. DEPT. O-3 


6949 W. North Ave., Oak Park (Chicago), lil. ; 

Rush me cost-saving facts on Scribe. : 

Name ; vo 
y ; 


 e 
Six executive “Miracle Mike” desk sets connected to 2 Scribe $1-70 














P 


Address 


cated by light 
Number of Dictators Check — Dealer [7] User [_] peor ts yee 


@eeeeeeevoeceeoeeeeeeeeeeeee ee @ = 


A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
For More Information Circle No. 258 








THe Orrice—March, 1960 





ACCOUNTANTS’ COST HANDBOOK 
edited by Robert I. Dickey. Ronald Press 
Co., 15 East 26th St., New York 10, $15. 
Twenty integrated sections cover every 

phase of cost system design, improvement 

or operation. Shows how cost accounting 
today is coordinated with key management 
functions—engineering, production, financ- 
ing, purchasing, etc.—and the work of the 
general accountant. Offers a plan of attack 
for every cost finding situation under any 

type of cost setup. Includes over 400 

charts, graphs and forms; also develop- 

ments in direct costing, breakeven analysis, 

EDP, accounting for return on investment 

and intra-company transfers. 


BIBLIOGRAPHY ON FILING, CLASSIFI- 
CATION AND INDEXING SYSTEMS 
FOR ENGINEERING OFFICES AND 
LIBRARIES. Engineering Societies Library, 
29 West 39th St., New York 18, 33 pp., $2. 
A selected list of references for en- 

gineers and librarians concerned with or- 
ganizing their own files. Refers to books, 
pamphlets and magazine articles on filing, 
classification and indexing, lists of subject 
headings, hand-sorted and punched card 
systems, notes, correspondence, abstracts, 
reprints, drawings, maps, manufacturers’ 
catalogs, etc. 


1960 DIRECTORY OF COLLEGE GRADU- 
ATES AVAILABLE FOR BUSINESS PER- 
SONNEL. Alpha Kappa Psi, 111 East 38th 
St., Indianapolis 5, Free. 


Photos and brief summaries of members 
of this national fraternity of business 
graduates available this year. State num- 
ber of employees when writing for a copy 
on your business letterhead. 





MILLER -TROJAN photo equipment 


for top performance — at lowest cost 


“DUSTROYER” FOR THE DARKROOM 


Keeps your darkroom absolutely free of dust by filtering 
out all impurities from incoming air—and by pressurizing 
room so dust will not enter when door is opened. Continu- 
ously circulates 275 CFM of clean, fresh air—expels all 
foul odors from room. Louvered grids let you direct air 
up, down, right or left. Unit fits between joists, is easily 
installed, is absolutely light-tight. Runs quietly, is eco- 
nomical to operate. 


Costs ONLY $63.40 


SHARPSHOOTER (418 CAMERA 


Handles any size film up to 14''x 18". Enlarges twice 
and reduces 5 times. Optional transparency copy board 
lets you back light transparencies—or an optional booster 
unit will step up lights to correct temperature for making 
color separations from reflection copy. Camera com- 
pletely equipped for black and white operation with 
stay flat back ONLY $895.90 plus crating. 


Write for full details on these machines — and on camera training school’ 


View at 

left shows 
Shar ‘ 
shooter set 
up to back 
light color 
transpar- 
encies. 


MIELER -TROJAN CO: ANC... EROY, OIG 
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ow we make our mail 
do more work! 


“When first class mail went up to 
four cents, naturally our postage bill 
went up—and we decided to make our 
mail do more work. With every invoice 
we now include two or three inserts 
which are order forms for special 
offerings. We're developing a nice little 
mail order business. 

“And to take care of the extra work 
of stuffing inserts, we put in the small 


Pitney-Bowes folding and inserting 
machine — which shows a considerable 
saving in mailing time.” 


In eight minutes the Pitney-Bowes 
Model 3300-FH, a combined folding 
and inserting machine, can fold and 
stuff in envelopes up to 500 enclosures. 

The 3300-FH is easy to set; and auto- 
matic feed makes it easy to use. The 
inserter unit can be attached to any PB 


& PITNEY-BOWES s Fo (ling 
= « Inserting Machines 


Made by the originator of the postage meter ...132 offices in 
the U.S. and Canada, with nationwide service coast to coast. 





For More Information Circle No. 374 
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folding machine, or operated separately. 
It will handle invoices, statements, price 
lists, sales notices, booklets, bulletins, 
cards, folders and many other papers. 

This machine is not only a work and 
time saver, but ends interruptions of 
work schedules, borrowing girls, hiring 


. . . 7. 7 = + * 
For larger mailers, the 
Model 3100 Mail Inserting 
Machine stuffs as 

many as six enclosures 
+ simultaneously at 
speeds up to 6,000 
envelopes an hour. 

It can also be 

attached toa 
Pitney-Bowes postage 
meter machine 

to stamp and seal 
envelopes after stuffing. 


temporary workers, overtime — and it 
boosts office morale as well. Even in 
small offices it adds work capacity, 
soon pays for itself. 

Ask the nearest Pitney-Bowes office 
for details. Or send coupon below for 
free illustrated booklet and case studies. 


PITNEY-BoweEs, INC. 
3467 Crosby St., Stamford, Conn. 
Send free illustrated booklet and case 


studies on PB Folding and Inserting 
Machines. 


Name 





Address 


epsininnmanmiaiaraneacarammnmenrand 
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The President of Swingline 
Owes Office Managers this Apology! 


Our face is red—and deservedly so! There you are, each day busier than the last 
—and here we are, world’s largest manufacturer of staplers for home and office — 
and we’ve never given you the opportunity to try all the wonderful equipment 
we have to make your exhausting job of managing that office so much easier! 
Frankly, we’re ashamed. 

We make a stapler for every possible need in your office! Our completely auto- 
matic electric stapler requires only a feather touch to do tons of fastening work. 
Master desk stapler? No. 4 holds 210 staples —loads in a breeze with our exclusive 
open channel... No. 27 a rugged model; can be imprinted with company name, 
too. Versatility? No. 77S staples, tacks, pins, fastens and stores 500 staples. Small 
office? No. 99 is specifically for you—holds 105 staples for ready action. 

Only SWINGLINE staplers guarantee split-second loading, jam-proof perform- 
ance! Jeweltone colors, ultra-modern designs. Sensibly priced, too. 

But trying is believing —and we’ve neglected you too long. Call us, collect, today! 
We’re prepared to send you the stapler that answers your individual need for a 


FREE 10-DAY TRIAL. No obligation, of course. Call STillwell 4-8555. Ask for 
the man with the red face! 


P.S. Ask your stationery supplier about our offer, for prompt service. 


NO. 27 


S - . STAPLER 
INC. LONGISLANO CITY1,N.¥ 


tn Coneda: Sa«0on Office Equipment ita 156 Evens Avenve Toronto '4 Cenece* World's Largest Manufacturer of Stapies for Home ana Office 
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.--in which it helps a nursery’s garden-shop grow 


“We save $4,125 a year with our Monroe Accounting ‘“*That’s what you'll call your Monroe 

Machine,” says John Torizzo, partner of PR A. Torizzo Accounting Machine. It saves money 

Nursery, W. Hartford, Conn. “This money is helping Pd rennin i makes money by 

us build a bigger garden-shop to expand our business. lite iting setae 

And Monroe gets our statements out on time so we Ons CASS ee 

get paid quicker.” Through lower accounting costs, a a Memos Caine Aateent 
} ’ —s ‘ ing finds more money to grow on for 

Torizzo enjoyed a 230% profit on the $1,745 paid companies like yours. 

for their Monroe. In fact, hundreds of STOWINE — Write: Accounting Machine, Dept. 13, 

companies have profited with Monroe Machine Monroe Calculating Machine Co., 

Accounting. As little as $750 buys it. & Orange, New Jersey. 


See the MAN from MC OE 
for CALCULATING 
{8 ADDING + ACCOUNTING 
A DIVISION OF LITTON INDUSTRIES >@ DATA PROCESSING MACHINES 
Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J. 
For More Infermation Circle No. 367 
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%* Everything you could reasonably 
expect a business machine ribbon to do 
.. . from general typing to data proc- 
essing! Whether used for manual or 
electric typewriters, billing machines, 
tabulators, wire printers or any of the 
newest high speed data processing ma- 
chines, Columbia Silk Gauze ribbons 
deliver the results you want. 

Silk Gauze ribbons have proved 
themselves through years of superior 
performance. They are made of the 


SIL 


by 


DOES EVERYTHING! * 


finest, lint-free silk obtainable, inked 
by an exclusive Columbia process. You 
get the sharpest, most uniform write 
you’ve ever seen. Super-strong, extra- 
length Silk Gauze ribbons are still on 
the job long after ordinary ribbons 
have called it a day. 

For a demonstration of Silk Gauze 
ribbons that meet your particular re- 
quirements, call your Columbia sup- 
plier or consult the Yellow Pages. 


ZE RIBBONS 


& 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 


Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 


For More Information Circle No. 247 
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Your “Office” is right at your fingertips with New 


“Wulide DESK-FOLIO 


LOOKS like leather FEELS like leather OUTWEARS leather 5 to 1 
UNCONDITIONALLY Guaranteed 5 Years! 
NOW! No lost executive-time on trains or planes. This ingenious new, compact 
“Desk-Folio” opens out flat or folds back as a writing desk. Complete with 6 pockets, 
4 expanding and 2 for papers, memos, pamphlets, pen-and-pencil holder. Size: 15”x10" 
in tan or brown TUFIDE. See Stebco’s ingenious new ‘Desk-Folio” at leading office 
supply, luggage and department stores. 


STEBCO PRODUCTS, Chicago 7, Ill. 
Gentlemen: Please send aetaiis and information on 
TUFIDE “Desk-Folio" and complete line of Stebco 
Business Cases. 


Your Name__— 
Company Name 


Company Address 


Steleo 


SINCE 1918 


For More Information Circle No. 254 
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There's a 


TIFFANY STAND 


that's best for your purpose 


GREATEST ALL PURPOSE, com- 
pletely safe, Stand for costly 
office machines. Adjustable open 
top .. . noise-escape hatch. Cast- 
ings cover retractable casters; 
anchor firmly on floor. 


VIBRATION-FREE RIGIDITY. 

Square, tubular legs. Adjust- 

able, one piece, open top 
. « noise-escape hatch. 








Ideal Stand for standard type- 
writers, adders, etc.Rubber casters; 
brakes on front. Angle, channel 
steel, reinforced. Adjustable open 
top, noise-escape hatch. 





MULTI-PURPOSE UTILITY TABLE. 
Heovy steel construction. Top 30” 
wide, 181” deep; undercoated 
for sound-vibration abatement. 
Tray inverted, becomes shelf. 2/2” 
rubber casters, two with brakes. 


For further information, write Dept.0 


Gg TIFFANY® STAND CO. 


7350 FORSYTH 


* ST.LOUIS 5, MO. 


For More Information Circle No. 252 


THe Orrice—March, 1960 





“We needed 


more sales folders 
...but we couldn’t afford them” 


There’s no need for you to do without any of the sales literature that can 
sell for you—illustrated catalogs, reprints, mailers, and other pieces you 
want —just because of the high cost of “‘outside’”’ printing. With the 
ReEx-Rotary D-280 it’s easy to turn out professional printing right in 
your office! 

The D-280 is easy to operate, and extremely economical. Reproduces 
photos, illustrations, any printed matter, in black or in colors. This 
ultra-modern twin cylinder mimeograph gives you professional-look 
printing — but spares you the costs of outside printing. 

Prints thousands of copies — fast, automatically. Stops automatically, 
too. Sealed ink cartridge prevents messy fingertips. Unique ink control 
assures uniform printing. And, at the touch of a lever, even letter-size 
stencils can be used (another Rex-Rotary exclusive). 


Would you also like to know the OFFICE printing press 
about the exciting ELECTRO- 


Rex stencil-maker? Completely 
automatic, it “‘etches” stencils 
electronically. At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- 
pings, photos, drawings — exact 
duplicates of the original. 
For full information, or dem- 
onstration, send coupon. 
2 A A A A NL Ce 
Rex-Rotary Sales Corporation * 387 Park Avenue South * New York 16,N.Y. * MU 3-1060 
[_] send me detailed literature 


nterested in offi inting. Please ‘ 
a ee (-] arrange a demonstration 





Name Title Firm 





Address 
For More Information Circle No. 313 





Saves Time / Saves Effort / Saves Money 


exby P LUS 
pplication. 


-Purpose Dup! 
Improves efficiency of any operator on any 2 t 
tic “Memory” register does away ith “writing 
nd memory errors, provides ins 
direct automatic addition an 
dial and direct subtraction from 
Swift, Silent, Simple / Costs Less To Own a 
+ once and you'll agree it’s 
ose Office Calculator. 


The All 


IiPLUSI!I 


Computi 
puting Machines Division 


CONTROL SYSTEMS, INC. 5%!=": 


R p t i 
epresen atives in Principal Cities 
For Mo e . 
r Information Cir cle No 289 
° 
’ 
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‘THERED DOT 
MEANS A LOT.. 


and only Sure-Rite has it! 


Choosing stencils? The RED DOT* SEAL TAB Easy on your fingers, because they’re never sticky. 
means a lot in greater speed, neater filing — best Easy on your, wrists, because light, medium, or 
of all, in cleaner hands! Sure-Rite film stencils are heavy touch—vyou get clear, sharp reproduction 
extra-nice to use. No mess...just press the Red Dot* with no chop-outs, thanks to Sure-Rite’s special 
to seal the film. Quality-controlled Sure-Rite Stencils formula. Choosing stencils? Look for the RED 
are easy on your eyes with their soft, green color. DOT*. It means a lot! 


. s Wit 


American Stencil Manufacturing 


2714 WALNUT STREET + DENVER 5, COLORADO 


Co. 
For More Information Circle No. 288 
THe Orrice—March, 1960 
























































Modern 
Offices 


Invoice 


Automatically! 


EICHNER 


Hotamat 


The machine with fully automatic controls. Change programs by 
simply turning a knob. Extremely fast. This is truly the perfect 


AUTOMATIC INVOICING MACHINE 


for the most efficient operation. It belongs in every modern account- 
ing department. Full particulars from 


FICHNER-ORGANISATION 


Unterlindau 21-29, Frankfurt/M, Germany * Telephone: 723651 * Telex: 04-12056 
For More Information Circle No. 323 
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When is a pachyderm safe? When he’s 
sitting on a product of Mosler Safe Co. 
Jumbo weighs about three tons, but there’s 
no fear of his “easy chair” buckling. Engi- 
neers—ever on the lookout for fresh tor- 
ture tests for the firm’s line of safes— 
thought this one up. Safe came through 
unscathed. 


Modern art and 
stock broking may 
not seem to go 
together, but the 
combination is be- 
ing tried in the 
offices of Bruno- 
Lenchner, Inc., 
Pittsburgh broker- 
age firm. Fourteen 
paintings by con- 
temporary artists 
are part of the 
decor. Firm’s 
chairman, Joseph 
S. Lenchner, be- 
lieves this may 
erase public’s idea 
that brokerage 
business is formal 
and dull. 
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Minnesota Mining 
& Mfg. Company’s 
mailing depart- 
ment increased this 
employee’s output 
more than _ ten 
times with an auto- 
matic mailing ma- 
chine made by Bell 
& Howell Phillips- 
burg Co. Unit en- 
ables her to stuff, 
seal and stack up 
to 4500 envelopes 
an hour. By hand, 
she could _ stuff 
only 350 envelopes 
an hour. 


The new offices of the National Bank of Commerce, Seattle, showing installation sold 
by James D. Headley Co. Furniture includes Italic Styling desks and Goodform 
chairs made by General Fireproofing Co. 
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Data Processing at Winter Olympics 





Results of the VIII Olympic Winter Games 
at Squaw Valley, Calif., last month were 
printed on fanfold Multilith offset masters 
by IBM 407 accounting machines. 


Simultaneously the results were trans- 
mitted by punched tape to press centers 
in Reno and Lake Tahoe, and received on 
Multilith Teletype roll masters in the 
Multilith-Xerox center. 
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Multilith Model 2550 offset duplicators 
produced copies of the official final results 
for almost 5000 officials, athletes and 
newsmen. 


Olympic staff member shows Willy Schaef- 
fler, Olympic ski director, results produced 
with data processing equipment con- 
tributed by Addressograph-Multigraph 
Corp., Haloid Xerox Inc., and Interna- 
tional Business Machines Corp. 





Permutit Co., Div. of Pfaudier Permutit, 
Inc., replaced 140 four-drawer filing cabi- 
nets (approximately 14,000 filing inches) 
with 111 seven-shelf files (27,195 filing 
inches) in the same 750 sq. ft. area. The 
cost of the Dolin mobile open shelf files 
was about $7000, but to equal the greater 
capacity with four-drawer cabinets would 
have required an additional 750 sq. ft. of 
space at an annual cost of $3375. The 
same number of file clerks service the 
greater capacity shelf files. The four- 
drawer files were distributed to several 
branch offices, saving them from spending 
$4200 for new files. 


An electronic com- 
puter is expected 
to save $750,000 a 
year for the New 
York State Depart- 
ment of Labor's 
Division of Em- 
ployment, accord- 
ing to Alfred L. 
Green, division di- 
rector. Rental cost 
of equipment will 
be $19,650 a 
month. They han- 
die unemployment 
insurance accounts 
for 400,000 em- 
ployers. 
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Math Without Tears 


A new concept of teaching arithmetic 
that increases a child’s understanding and 
utilization of mathematics is being used 
in some 1500 U. S. schools, to make the 
subject more palatable to children and 
halt their tendency to dodge mathematics 
as soon as they’re old enough to be given 
a choice. The trouble, according to edu- 
cators, starts in primary grades where chil- 
dren are taught to memorize rules they 
don’t understand. 


In the top picture, third-grader Karen 
Zika isn’t studying algebra, but she is 
starting in early to use equations. She and 
the other pupils in the Worth, IIl., ele- 
mentary school are learning arithmetic 
this new way. 


Sixth-grader George Meyer (center) 
shows that school children easily grasp 
the ratio equation and the finding of an 
unknown. Having been introduced to the 
equation in third grade and to ratio in the 
fifth, George has no trouble finding the 
unknown in the problem shown. 


Eleven-year old Christine Pischl (bot- 
tom), who learned long division the new 
way, demonstrates the method to Eugene 
P. Reilly, sixth-grade teacher and inter- 
mediate principal in the Worth school. 
Instead of writing number fragments at 
the top, Christine writes partial quotients 
to the side. Later she will add the partial 
quotients to obtain the final answer. Drs. 
Henry Van Engen, University of Wiscon- 
sin, and Maurice L. Hartung, University 
of Chicago, are co-authors of the new 
method. 





4 woe 


When in America... 


Toyomenka, Inc., New York, importer of 
Japanese products, asked Michael Saphier 
Associates for a typically American office 
with no indication of Japanese decoration 
or materials. Firm also wanted the layout 
so arranged that it would obviate the 
Japanese practice of business visitors going 
directly to an employee’s desk. It was 
further stipulated that the president be able 
to see all work areas from his office. Re- 
ception area comprises three sections. The 
first, the foyer (at right), is devoid of 
furniture. 


View of waiting 
area from _ recep- 
tionist’s desk. Lay- 
out makes it al- 
most imperative 
for the visitor to 
stop here. (See op- 
posite page.) 


From the _ foyer 
visitor passes into 
a comfortable 
waiting area; final- 
ly, to partitioned 
receptionist’s desk. 
Corridor, at right 
in photo, leads to 
conference rooms 
and offices. 








One of two con- 
ference rooms 
opening from a 
secretary’s desk. 
She is able to guide 
visitors into one or 
the other without 
embarrassing de- 
lays. 


View of the presi- 
dent’s office from 
the work area. En- 
tire design through- 
out these offices 
was based on the 
three foot module 
that is standard in 
Japan. 




















President’s office 
has floor to ceiling 
glass wall with a 
draw curtain for 
privacy. This en- 
ables him to see at 
a glance if an em- 
ployee with whom 
he wishes to speak 
is busy and vice 
versa. 





Westminster Bank, 
London, uses a 
Sautocount to han- 
die up to £5000 an 
hour, counting and 
bagging each de- 
nomination sep- 
arately in preselec- 
ted amounts. Ma- 
chine is manu- 
factured by Inter- 
national Coin 
Counting Machine 
Co, Enfield, 
Mddx., England. 


oe 
Processing sales orders and shipping merchandise has been speeded up by a com- 
munication system inaugurated by Charles Bruning Co. Supplied by the Long Lines 
Dept., AT&T, the system links Bruning’s eastern regional headquarters with branch 
offices in New York, Boston and Devon, Conn. Inspecting the system are (lI. to r.) 
George J. Bornheimer, commercial representative of Long Lines; Norman W. Mogk, 
Bruning office manager at Teterboro, N. J. 
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—WE BOUGHT A NEW COLLAMATIC 
PORTABLE ELECTRIC COLLATOR 


"We don't do a world of collating, but enough 
to present us with a problem. We've consid- 
ered buying a collator for years, but We 
Could Never Justify The Investment. The new 
Collamatic ‘Desk Top" is just what we wanted. 
It suits our production needs and our pocket- 
book to a 'T’.” 


Yes, now every office can enjoy the benefits 
of Electric Collating. Perhaps you collate only 
occasionally or have only | or 2 big jobs a 
year. It really doesn't matter. The new Colla- 
matic "Desk Top" is so very inexpensive, even 
light, occasional collating will justify its be- 
ing a part of your office "Staff". 


You'll be amazed at how productive the Colla- 
matic "Desk Top" really is on all types of 
8!/.""x II" paper. It's light and portable and 
can easily be moved from department to de- 
partment. 


Send for literature or request free demonstra- 
tion. 


Remember too, Collamatic manufactures a 
complete line of inexpensive Console Electric 
Collators, featuring exclusive APC, Automatic 
Production Control. Literature included with 
"Desk Top" brochure. 


Fully Electric and Only $1] 4.950 


F.O.B. Wayne, N.J. 


COLLAMATIC CORPORATION 
Wayne, New Jersey 


For More Information Circle No. 316 


THE “Orrice—March, 1960 





BEST WAY TO JUDGE A DICTATING MACHINE 


Fidelity Makes The Difference 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as 
the most important feature they looked for in 
a machine. 


These experts know fidelity makes the difference 
... to you when you're dictating or listening... 
to your secretary when she’s trying to catch 
every word you said for transcribing. Try the new 
Geloso StenOtape; you will be amazed at its 
fidelity. You'll hear yourself just as clearly as 
you spoke! 


“Ease of operation” was the second most wanted 
feature. Dictating to StenOtape is actually pleas- 
urable. An exclusive relaxed dictation system (no 
hand mike) takes down everything you say... 
even though you have papers in both hands, or 
walk about the room. Perfect for conferences, 
too. StenOtape registers up to 30 feet away, up 
to 2 hours on one reel of endlessly re-usable 
standard magnetic tape. 


StenOtape is compact, ready for instant travel 
anywhere in its convenient attache case. Weighs 
only 64% Ibs. Accurate, jamproof, trouble-free. 
Best of all, after fidelity and easy operation, is 
its versatility. StenOtape has dozens of uses: in 
the office, at home, on the road — for diciation, 


American Geloso Electronics, Inc., Dept. 49 


Company 
Address 


Zone State 


“ i 
DICTATING-TRANSCRIBING MACHINE 
only $179.95 Incl. Fed. Tax 
FULL YEAR GUARANTEE 


conferences, sales reports, interviews, pnone 
talks, and more. So versatile, in fact, it’s fun 
to take home; it tapes and plays music, too! 


Yes, StenOtape fills the bill on all counts for 
secretaries who want the best, and businessmen 
who want more machine for less money. 
StenOtape, at only $179.95, tax included, saves 
you money when you buy it, both time and money 
as you use it. 


FREE! FACTS BOOK 


For complete information about all dictating — 
equipment, read “The Facts About Dictating 
Machines.” This 16-page illustrated book — 
for the first time anywhere — tells all the im- 
portant features you should look for. Plus 50 
new ways to save time and money in any busi- 
ness. Send for your free copy today. Without 
obligation, of course. 


SSCSOSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSHESES ST SESEESESCESESES 


251 Park Avenue South, New York 10, N. Y. AL 4-2282 


( Please RUSH, without obligation, new free 16-page 
illustrated book ‘‘The Facts About Dictating Machines’ 


GELOSO STENOTAPE 


For More Information Circle No. 314 





ANNOUNCING 


I960 VICTOR 


AUTOMATIC PRINTING 


CALCULATOR 


Simple! Victor's exclusive Magic Motor Bar 
and Simpla-Key handle all calcula- 
tions — division, multiplication, addi- 
tion and subtraction. 


Simple! Automatic Constant, Total Transfer 
and Credit Balance. 


Simple! Prints the answers clearly, with true 


| ; 

1 ((7yant) See the Adding Machine section 

1 

I 

| 

| 

! 

! 
symbols, on tape. 

| 

! 
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wan ican in the Yellow Pages for nearest 
~—.} Factory Branch or Dealer. Or 
a mail coupon today! 

Victor Adding Machine Co., Dept. 0-3 
Chicago 18, Illinois 


Please send new four-color brochure on your 


! Anyone can operate a Victor Calcu- ; 
Simple : 4 P = . new 1960 Victor Calculator. 


lator. No special training needed. 


Name 





Firm 





ADDING MACHINE CO. 
Chicago 18, Illinois 

Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 

Manufacturers of Business Machines, Cash 

Registers, Business and Industrial Systems, 

Electronic Equ 


Address 





quipment, Electri-Cars 


For More Information Circle No. 295 
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The 
atm pto'nine” 
Office Photocopier 





e Disposable 
Solution 
Cartridges 
(no more 


mixing) 


e Built-in 
Paper- 
Safes 








Here’s the very best in office photocopiers. Completely 
portable, the new Ampto “Nine” will copy virtually any 
original to nine inches wide by any desired length . . . 
quickly and economically. 


Ask your Ampto dealer for a free demonstration . . . or 
 write— 


arm pao, inc. 


A Wholly-owned Subsidiary of Anken Chemical & Film Corp. 


Newton, New Jersey 


For More Information Circle No. 348 





Klean Write Stencils really stand up under sy proofreading yn any of four 
use, deliver MORE sharp, clear copies : , green, yellow and 
without stretching or tearing. With many, 
many features to make every step of the eliminates static 


make duplticators, 


n top WITH- 


duplicating process faster, easier and more 


economical! 


Write Stencils 


Klean Write Stencils— without the film top.ee 


$3.75 per quire 


Klean Write Stencils—with the film top.ee 
$4.15 per quire 


FRANKEL MANUFACTURING COMPANY 
285 Rio Grande Bivd., Denver 23, Colorado 


Please send me a trial order of boxes Klean Write 
Stencils. If I am not completely satisfied, I will return the 
unused portion of the order and remit no payment 


MANUFACTURING ¢o. Make of Machine « Colter 


With film top without film top 
Nome 
285 Rice Grande Bovievard - Denver 23, Colorado 
Firm Nome 
In Ne 


Address 


Ce 


Crystal Copy Corporation « 4 West 16th St. « New York, New York 
For More Information Circle No. 417 
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WHEN ON A SEA 


OF PAPERWORK 
...turn to a 


BE cpy ute, 


DUPLICATORe f.) 2 


‘ \) 


Wy 


THE ONLY ; 





ELECTRIC 


SPIRIT DUPLICATOR WITH LEVER AUTOMATION! 


The new Copy-rite duplicating machine 
is electric, compact, completely auto- 
matic, modern and streamlined in de- 
sign. Takes all sizes from postcard to 
9x14, Occupies only 16” x24”. Carries 
the famous Copy-rite Full Year Guar- 
antee. By far the greatest advancement 
in the spirit duplicator field! 


4 
Free Demonstration. Send us your name on 
a postcard. We'll arrange a demonstration in 
your office without cost or obligation. 


Alle 


WITH THESE EXCLUSIVE FEATURES: 
* One single lever for all operating 
actions 


* Automatic stop after paper load 
is exhausted 
* Exclusive margin adjustment 
during operation 
* Pilot light signals end of run 
* New feed table with no rubber parts 


1201 CORTLAND STREET 


CHICAGO 14, ILLINOIS 


WOLBER DUPLICATOR AND SUPPLY COMPANY 


For More Information Circle No. 270 
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your complete line 
of money-makers: 


itemizing cash registers 
adding machines e safes 


Here is the opportunity 
of your lifetime! The 
complete line of  low- 
priced REGNA cash reg- 
isters and adding ma- 
thines means: PROFITS, 
PROFITS and_~ more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s business- build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 

Move fast — it’s profit- 
able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 


Mail it NOW! 


Pests esse eee ee ee eeee ee e8eeeee2eee88888 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y 


u more nformation on the complete line of REGNA 
JOELI fireproof safes, of apices, REGHN eating machines, Joel! Sreproct she, 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 


In Canada: Regna Cash Registers of 
Canada Ltd 
704 Notre Dame St. W. Montreal, Que. 
OUTSIDE CONTINENTAL U.S. 
Jorgen S. Lien, Box 522, Bergen, Norway 


For More Information Circle No. 389 
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2 MILLION 


ACCOUNTING CLERKS* 


RELY ON USYET 
they don't 


even know 





our name! 





Machine accounting is more economical, goes faster, smoother, more 
accurately .. . clerks work better and customers stay happier . . . 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 
marriage of fine carbon inks to fine paper. 

* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 
Kimberly-Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 
For More Information Circle No. 311 
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unistreke 


It is the world’s 

lightest (614 Ibs.) 

and the most inexpensive (99.50) 

adding machine with nine column capacity, 


two-color printing and visible adding dials. 


home, ‘2 or travelling san Be, 


—you will never be satisfied with any other! 


ADDITIONAL OUTSTANDING FEATURES 
No extra stroke required for totals or sub-torals,; non-print lever for calculating—large size 
pica type for readabiliry—short stroke handle for fast (150 OPM), easy operation 


royal kh’; 
s Gg 9 50 At better Office Machine Dealers everywhere or write for information TODAY. 


SWIFT BUSINESS MACHINES CORPORATION 
ate oreo GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 251 
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Beautiful answer to perfect typing 


An exciting new dimension in typing perfection is heree—New Beautyrite® Ribbon. 
Offering clean, dark printwork with exceptionally long life, the new BeautyrirE 
Ribbon is truly a typing wonder. Thanks to the exclusive Ban-Lon* “crimped weave” 
construction, this amazing ribbon retains its distinctive writing characteristics up to 
100% longer. Discover the ease of typing perfection—discover BEautyrite Ribbon. 


*Ban-Lon is the registered trademark of Jos. Bancroft & Sons Co. 
@eeeeeeeeeeeeoeeeoeeeeeeeeeeeeeeeeeeeeeceeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 
Remington. Fland. 

DIVISION OF SPERRY RAND CORPORATION 

Room 1329, 315 Park Avenue South, New York 10, N. Y. 
Please send additional information on BEautyRiTE Ribbon to 


Name icatlieale cba 

Firm aaa 
Address 
City Zone State Py 




















For More Information Circle No. 291 
74 THe Orrice—March, 1960 








feel -O- Print 


THE GREATEST 
P2ece- opter OF THEM ALL! 


Ee se Phat om R 


~ 
soure-o-ern 


Copies Sing it 7 


NOTHING TO MIX 

. « » NOTHING TO SPILL. 
COPIES IN SECONDS. SPEED-O-PRINT coRPORATION 
AUTOMATIC PAPER 1801 W. Larchmont 

EJECTION. 

CAPACITY TO LEGAL SIZE. +? s+ pu aren 

PORTABLE—LIGHT WEIGHT. MAIL COUPON TODAY. NO OBLIGATION 

SIMPLE TO OPERATE. 

LOW PRICE. 


SPEED-O-PRINT DEALERS AND DISTRIBUTORS THROUGHOUT THE WORLD 


For More Information Circle No. 278 
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MAKERS OF THE WORLD FAMOUS 
PATENTED ““STA-CLEAN™ METALLIC 
PROTECTIVE-COATED MASTER UNITS 


U. S. PAT. 2,671,734 





Here are just three of the many important reasons why you 
should use Rose products: 


® Quality. Stringent production controls are maintained. 
Each Rose master unit is “quality coded” so its history 
can be traced. 


Service. Your order will be handled promptly. And you 
can depend on rapid delivery of Rose products. 


Creativity. Rose created “STA-CLEAN” and “Gold- 
sealed” master units . . . and many other innovations. 
Rose chemists are constantly seeking still better dupli- 
cating materials. 


Specializing in Master Units 
Spirit & Hectograph Carbon Papers 
. 
Suppliers to Duplicating Specialists Everywhere 


ROSE RIBBON & CARBON MBG. CO., INC. 
HARRISON, NEW JERSEY, U. S. A. 


A Subsidiary of Bemis Bro. Bag Co. 











For More Information Circle No. 319 
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WANTED 


...Dealers who'd like to learn 
how casy it is to sell the 8000 


linc of R.C. Allen Cash Regis- 





ters...the fastest indication cash 








registers on the market, that sell 
for LESS than any competitive 


make with comparable features. 


f % 


R.Allen 


] 
j 
! 
Business Machines, Inc. ! 
| 
! 


680 FRONT AVENUE, N. W. @ GRAND RAPIDS, MICHIGAN 


ADDRESS 


Adding Machines ¢ Bookkeeping Machines « Cash Registers « Typewriters « 


Safes and Files ¢ Carbon Paper and Ribbons © Precision Aircraft Instruments CITY 





668 FRONT AVENUE, N. W. e GRAND RAPIDS, MICHIGAN 
For More Information Circle No. 253 
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now...3M 
makes 
microfilm 
so easy touse... “= e" 


with the new 
THERMO-FAX 
Reader-Printer 


The THERMO-FAX “Filmac 100”’ Reader- 
Printer makes microfilm so easy to use— . 
active in everyday business. When files are “Taye more than a look 
reduced to space-saving film, the only equip- touch a button to operate 
ment you need to make them usable daily  “Filmac’’ Reader-Printers 
is the ‘‘Filmac 100”’ Reader-Printer. Devel- 
oped by 3M research, the “Filmac 100” 
Reader-Printer lets you select the micro- 
filmed information you want on its big screen. 
When you want a print, just touch the button 
—in seconds it gives you an enlarged copy. 
And the “‘Filmac 200”’ Reader-Printer makes 
prints up to 18” x 24”. To get the full story 
about how 3M makes microfilm so easy to 
use, mail the coupon. 


Take a copy in seconds of 
any microfilmed record in file 


Minnesota Mining and Manufacturing Company 
Dept. FBC-30, St. Paul 6, Minnesota 


Yes, please send me full information about how 3M makes 
microfilm practical. 
Mitenesora 


Miiaine ano ame 
PManvracturine company Tie 


- ++ WHERE RESEARCH IS THE KEY TO TOMORROW Company 


Address 
THE TERM ““THERMO-FAX™ IS A REGISTERED 
TRADEMARK OF 3M COMPANY City Zone State 

















For More Information Circle No. -310 
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The FBIPs Office Story 


CRUPULOUS SUPERVISION 
S characterizes the systems. and pro- 
cedures of the Federal Bureau of In- 
vestigation. Since its inception over 50 
years ago, the volume of. paperwork 
handled by the Bureau’s personnel has 
increased steadily. Today, its depart- 
ments handle a workload that would 
tax any organization. Yet, year after 
year, through its policy of cutting. waste 
and duplication in every department, 
the Bureau returns to the Government 
revenues in excess of its annual appro- 
priation. These revenues — fines, sav- 
ings and recoveries, and Renegotiation 
Act claims—stem largely from efficient 


This is an excellent presentation of 
the behind-the-scene operations. in the 
FBI—an account of the records, files and 


organization. This article will discuss 
this. organization from the standpoint 
of its office work. 

Comprising some 13,300 individuals, 
the FBI employs approximately 7300 
clerks and stenographers. Accountabil- 
ity is the key to the Bureau’s organiza- 
tion. Clerks and stenographers report 
to special agent supervisors. Special 
agents are accountable to the special 
agents in charge of the FBI’s 53 field 
offices, who in turn are responsible to. 
FBI headquarters in Washington. Offi- 
cials at headquarters report directly to 
the director. 


This accountability throughout the 


Say 


personnel needed for us to effectively 
discharge our responsibilities to the 
American ‘people. Too often when an’ im-- 
portant criminal or subversive case is 


solved, 


headlines will tell only the 


events of the actual investigation. Often forgotten are 
the many mechanical details, hours of diligent work and 
attention to administrative details which made those 
accomplishments possible. We in the FBI pride ourselves 


upon efficiency, 


speed, thoroughness. 


These are the 


_factors which make for excellent investigations. This 
article gives a clear picture of what the FBI owes today 
to the business techniques of our modern society. 


i ees 


Director, Federal Bureau of Investigation 
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A dated control record is made of all in- 
coming fingerprints before they are proc- 
essed by the identification division. 


chain of command is of prime im- 
portance to the Bureau’s management 
setup. It enables it to retain the sharp 
edge of precision essential where an 
individual’s life on the one hand, and 
a country’s security on the other, may 
hang in the balance. Operations have 
been systematized through use of stand. 


ard forms and uniform filing sysvems, 
resulting in flexibility. Personnel in all 
offices operate under the same rules and 
regulations, and can be transferred from 
office to office as the need arises. This 
enables a relatively small number of 
personnel to discharge investigative du- 
ties in an immense area. It insures 
against the unwieldiness that often ac- 
companies expansion. 

A system of work inspection enables 
the Bureau to maintain uniform stand- 
ards. Its purpose could be paraphrased 
in the words, “appraise and improve.” 
Each department strives for accuracy 
and thoroughness. The absence of 
either is detected promptly through reg- 
ular work inspections. 

Constant re-evaluation . of current 
systems, to determine where improve- 
ments may be instituted, helps the FBI 
to operate with economy of time, effort 
and money. It contributes in attainment 
of maximum production — standards, 
elimination of obsolete procedures, 
streamlining investigative methods, and 


Preliminary classification determines the particular group of files to which an incoming 
fingerprint card will be routed. 
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curtailment of expenditures. As a tech- 
nique of management, the system of in- 
spection not only covers actual per- 
formance of personnel; it also is a 
method of ascertaining that all facili- 
ties are functioning at maximum effi- 
ciency. j 

The physical condition of each of- 
fice, each desk, each piece of equip- 
ment, lies within the purview of the in- 
spection system. In the Bureau’s work, 
speed is essential. For example, emer- 
gencies often require the use of long 
distance lines. Before the call is made, 
the caller is expected to have a well- 
organized outline ready—either in his 
mind or on paper—so that it will take 
him a minimum of time to convey 
necessary instructions and obtain es- 
sential information. If it becomes ap- 
parent that excessive time has been con- 
sumed during the call, an inquiry is 
made. 


Searching the files to match a fingerprint. 
Prints are filed according to a code signify- 
ing pattern characteristics. 


On May 27, 1924 a circular order 


was issued instructing that all investi- 


f . 


These motorized files, made by Diebold, Inc., are replacing vertical filing cabinets in the 


FBI’s identification. division. 
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Fingerprint expert verifying an “ident.” 


gative activity of the FBI be confined 
to certain violations over which the De- 
partment of Justice and the Bureau had 
jurisdiction. This was the beginning of 
numerous changes in policy and a gen- 
eral streamlining of the Bureau’s sys- 
tems and procedures. Standardized re- 


porting procedures; fixed age and edu- 


cational qualifications for personnel; re- 
organized field offices and regular in- 
spections were initiated. New divisions 
were created and a system of personnel 
efficiency records instituted. 

Today FBI headquarters comprises 
eight main divisions: identification 
training and inspection; administrative: 
files and communications; domestic in- 
telligence; general investigative; lab- 
oratory; and crime records. These di- 
visions are divided into specialized sec- 
tions. This article is chiefly concerned 
with the operations of three divisions’ 
identification, administrative, and files 
and communications. 

The largest depository of fingerprints 
in the world is maintained by the iden- 
tification division. Over 150 million are 
on file for immediate reference. More 
than 20,000 fingerprint cards for search 


are received daily. With specialized 
personnel on the job day and night, the 
endless stream of requests is continu- 
ously processed with speed and ac- 
curacy. Within five minutes a set of 
incoming prints may be matched with 
those on record. 

To insure against delay in handling, 
a dated control record of each print- 
card is made as soon as it is received 
so that tracers can be instituted when 
inquiries are received about any record 
being processed. A date stamp on the 
back of each card and a colored tag 
on those to be given preferential atten- 
tion indicate the relative priority each 
should be given. 

Lined up edge to edge, the FBI's 
print collection would stretch well over 
16,000 miles. To determine the par- 
ticular group of file cabinets to which 
an incoming card should be routed, a 
limited preliminary classification _ is 
made by technical personnel. The clas- 
sifier examines each finger impression 
and indicates beneath the finger blocks 
a symbol signifying specific pattern 
type. From these symbols, an abbrevi- 
ated portion of the classification for- 
mula is derived and set out in the 
upper-right corner of the card. This 
affords sufficient formula for routing 
the card to the appropriate section of 
technical files and facilitates subsequent 
search by name. 

The preliminary name search is the 
responsibility of the card index section. 
Here the name and aliases of each per- 
son for whom a record is on file ap- 
pears on separate 3” x 5” cards along 
with certain descriptive data. Included 
are the full fingerprint classification and 
a record of every print card previously 
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received on that individual, listing iden- 
tifying numbers assigned by arresting 
agencies. To expedite location of any 
previous record under the same name 
as that appearing on the current print, 
the name is first searched in the alpha- 
betical card files. All cards on file are 
attached to the incoming print. Where 
an attached card bears an FBI num- 
ber, or where the contributing agency 
has indicated an FBI number on the 
current print, the card is routed from 
the card index section directly to the 
assembly section. 


This section assembles complete rec-. 


ords of persons having an FBI number, 
assigns new FBI numbers, and verifies 
all matched cards. To it go all finger- 
print cards matched with prints previ- 
ously on file. Examination by skilled 
personnel verifies identification effected 
by a technical searcher. If more than 


one card has been received previously 
for a given individual, only one (the 
master card) is kept in the technical 
section files. Other identical prints are 
filed in an assembly section jacket un- 
der an assigned FBI number that also 
appears on the master. When an FBI 
number appears on a master found 
identical with an incoming print, the 
master is not removed and routed with 
the current print. The technical 
searcher merely red-pencils the FBI 
number on the current print, and the 
assembly section verifier refers to the 
prints in the assembly jacket under this 
number. 

Often the recidivist criminal will use 
a different name from any he has given 
on previous arrests. Then the print 


technician must make his search of the 
print files without benefit of the name 
cards. Consequently, prints that do not 


The civil card index section at FBI headquarters in Washington, D. C. 
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show a contributor-placed FBI num- 
ber, and those on which no record is 
located by the name search, are routed 
back from the card index section to 
the technical section (prior to routing 
to the assembly section). 

On receipt of an incoming print in 
the technical section, the fingerprint 
technician goes directly to those filed 
prints indicated by any index cards 
(without FBI number) attached as pos- 
sibly identical with it. By visual com- 
parison under his magnifying glass he 
determines if one of them is actually 
identical with the current print. If so, 
his search is ended. If none of the at- 
tached cards refers to a print identical 
with the incoming one, he makes a 
technical print search dependent en- 
tirely on fingerprint details. First he 
completes the primary classification 


placed on the print at the start of 


processing. He examines each finger 
impression under his glass and pencils 
in the numerical and letter symbols that 
describe it. The symbols for all ten 


fingers are combined to produce a com- 
plete classification code. 

The print is then searched by charac- 
teristics. The technician, referring to 
the completed code, goes to the file 
section containing similarly coded 
prints which will vary from none to 
several hundred. If he finds an identi- 
cal print, either by index card reference 
or by technical search, he pencils an 
“ident” symbol on the incoming print. 
If not, the incoming set is marked with 
a “non-ident” symbol. Idents are sent, 
as already described, to the assembly 
section. Non-idents are sent to the 
fingerprint correspondence section. 

Preparing replies to law enforcement 
agencies that have submitted print cards 
is part of the work of the fingerprint 
correspondence section. If no identifi- 
cation is made, a form to this effect 
is directed to the contributor. If a pre- 
vious record has been located, it is out- 
lined in detail and sent to the contribu- 
tor and other interested agencies. This 
is done by preparing a typed sheet for 


Haloid Xerox 
equipment in the 
fingerprint corre- 
spondence section 
which also’ uses 
Thermo-Fax copy- 
ing machines. 
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processing by liquid duplicator or diazo 
process. This section also makes, by 
typing or photocopying, index cards for 
all known names and aliases of the in- 
dividual represented. These cards be- 
come an index to the print files. Typists 
send acknowledgments to correspond- 
ents requesting data from the print 
files; also advise law enforcement agen- 
cies about apprehension of individuals 
whose custody they seek. 

Rounding out the work of this di- 
vision is the posting section. When 
notice is received that a person with 
prints on file is wanted, a small red tab 
is affixed to his (or her) print card 
and name index card in the FBI files. 
Should the wanted individual be finger- 
printed at any future date, perhaps in 
connection with some minor violation, 
chances are that he will not give his 
correct name. When his prints are 


searched against FBI files, however, his 
identity will be disclosed. The red tab 


Continuous flow 
diazo copying ma- 
chines speed work 
in the correspond- 
ence section. Liq- 
uid duplicators are 
also used here. 
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An increasing proportion of the FBI's 
fingerprint collection is being microfilmed. 
Here a Remington Rand Dexigraph camera 
processes prints of deceased persons. 

is a signal for immediate notification of 
the agency seeking the individual that 
he (or she) is in custody and where. 
Requests for placement of missing per- 
son notices are channeled to this sec- 
tion.* Thousands of persons have been 


*See Files and Forms Find Missing Persons 
THE OFFice, Sept. 1959, page 79. 





The mailing of wanted notices (see oppo- 
site page) is another FBI job that is facili- 
tated by office machines. 


located ene this humanitarian’ FBI 
service. 


Purse strings of the Bureau are held 


by the administrative division, whose 
principal responsibility is seeing that the 
operations run smoothly in accordance 
with the annual appropriation granted 
by Congress. Another important duty 
of this division is recruiting and con- 
trolling personnel. It includes a photo- 
graphic laboratory, exhibits section, me- 
chanical section (equipped to turn out 
the forms, circulars and wanted 
notices), budget and accounting section, 
voucher-statistical section, and person- 
nel section. 

Nerve center of the FBI is the files 
and communication division. Every in- 
vestigative lead and every complaint is 
filed and cross-indexed for immediate 
reference. Personnel in this division— 
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file clerks, searchers, classifiers, record- 
ers, indexers, messengers and- typists— 
are the real backbone of the FBI. Time 
is a prime factor in the fight against 
crime and subversion. A modern com- 
munications system enables the Bureau 
to synchronize its activities and nullify 
the time advantage usually gained by 
public enemies. The. FBI’s Teletype 
network establishes constant 24 - hour 
contact between Washington and all 53 
field offices. Over 30,000 messages are 
handled monthly by the Teletype unit. 
Direct tie-line service is used in ex- 
changing telegraphic communications 
with the main Western Union. message 
center in Washington. Through the in- 
stallation of nationally known wire serv- 
ices, up-to-the-minute news flashes are 
available. Much of the Bureau’s radio 
and cable traffic is highly confidential 
and communicated in code. 

Highly developed ; radio facilities 
owned and maintained exclusively by 
the FBI have been expanded over the 
years. This network can instantly bring 
special agents into action, independent 
of commercial facilities, in any location 
in the 50 states and Puerto Rico. The 
FBI switchboard handles as many as 


The switchboard at the FBI’s Washington 
offices handles as many as 4000 calls a day. 
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BY THE FBI fer: 2 


DAVID DANIEL KEEGAN, 
with at iases: DAT DANIAL KERGAM, BURT HLL Iai 


1? 
FBI No. 359,837 A 


INTERSTATE TRANSPORTATION OF STOLEN PROPERTY 
_ MMLAWFUL FLIGHT TO AVOID PROSECUTION (MURDER 





























born September 28, 1918, Kingsley, iam: Height, 5°11"; 
+ wavy; Eyes, bive; 


Weight, 159 pounds; Build, andiam; Meir, dlack 


WAY HAYE SU1C (GAL TEMBESCIES. 


A complaint was fi 
8. 3. Cade, Section 231%, the interstate Transportation of Stolen 


ted before a G. S$. Commies ioner at Sioux City, tome, on February 24, 194, charging Keegan with violating Title 18, 
Stat 


ute. A complaint was filed before a U. 3. Commissioner at 


Keegan with violet ing Title 18, U. 3. Cade, Section 1073, in that he fled fron the State of fowe 


WAY ASSIST 18 LOCATION THIS INDIVIDUAL TO THE DIRECTOR, FBI OR TO THE NEAREST D119 108 OF THEFBI 
READY REFERENCE, THE TELEPHONE MBER 


? 


OF THE FBi OFF ICE COVER (MG THIS TERRITORY 1S LISTED BELOW: 


JOMM EDGAR HOOVER, DIRECTOR 
Federa! Gurean of investigation, Washington 26, 9. ¢. 


One of the current Ten Most Wanted Fugitives as he appears on an FBI offset duplicated 


self-mailer. 


4000 local and long distance calls daily, 
while the intra- Bureau dial system 
averages 30,000 calls a day. The mail- 
room handles some 80,000 pieces of 
outgoing mail a month, averaging over 
2500 daily. 

In addition to its fingerprint arrest 
records, the FBI maintains extensive 
civil files comprising over 100 million 
prints. In 1933 the Civil Service Com- 
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If you see him, contact your local FBI office. 


mission turned over the prints of more 
than 140,000 Government employees 
and applicants. At the beginning of 
World War II, the collection multiplied 
fourfold—from less than 10,800,000 in 
1939 to over 42,800,000 in 1942. 
Aliens, armed services personnel and 
civilian employees in national defense 
industries added their prints to the total. 


(Continued on page 134) 





Insurance Company’s Improved 


Cash Surrender Procedure 


UESTIONING accounting routines 
Q resulted in substantial reductions 
in office expense for Reliable Life 
Insurance Co., St. Louis. In 1945 the 
full time of 15 people was required to 
maintain weekly industrial accounting 
records. Today, although business has 
tripled and the number of districts dou- 
bled since 1945, 12 people do the in- 
dustrial accounting in a day and a half 
each week. Further, according to the 
company, records are more accurate, 
more legible, and furnish more infor- 
mation. Four  typewriter-accounting 
machines (National Class 31’s) are used 
in the mechanized setup. 

The 12 people who handle industrial 
accounting also maintain the payroll 
earnings records for 1100 employees; 
do the ordinary, MDO, FHA and sur- 
render value accounting; and handle a 
multitude of smaller accounting jobs 
including all postings to general and 
subsidiary ledgers. 

Recently Reliable Life designed new 
forms and revised the system for cash 
surrender accounting. Accounting now 
takes only three steps instead of the 
seven formerly required. Not only is 
considerable time saved, but records are 
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more complete, provide more accurate 
information, and are more easily au- 
dited. 

Previously the insured signed an ap- 
plication for surrender, which was sent 
to the home office. A worksheet was 
prepared to calculate the cash surren- 
der amount. A check was then typed 
from the worksheet, and the check was 
proofread. The worksheet was next 
posted to a summary by district, state 
and company. Finally adding machine 
tapes were run on the checks and on 
the summaries to provide control totals 
and balance the records against each 
other. 

Now the insured signs an application 
for surrender printed on NCR (No Car- 
bon Required) paper with spaces for 
machine posting (page 89). The appli- 
cation is sent to the home office, where 
the worksheet for calculating the 
amount is prepared. Next the check 
(also an NCR paper form), application 
and summary are simultaneously pre- 
pared on a typewriter-accounting ma- 
chine, columnar totals automatically 
provided. 

Here’s how machine posting is done. 
The journal, covered by carbon paper, 
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Changes in the system and forms design reduced accounting steps from seven to three 
for cash surrender applications at Reliable Life Insurance Co., St. Louis. 


is first inserted into the carriage of the 
accounting machine. Once inserted, it 
is automatically spaced upwards for 
each check written. The check for the 
first insured is collated over the middle 
portion of the check’s application form 
and both are inserted into the left side 
of the machine’s carriage. The voucher 
portion of the check is then posted on 
the machine, producing identical infor- 
mation on the application form and the 
journal. 

Next the check and application form 
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are removed from the machine, and the 
check is collated with the top of the 
application form. Both forms are then 
inserted into the right side of the car- 
riage of the machine. The check is 
now posted, producing identical infor- 
mation on all three records. 

The application form is now a com- 
plete record, containing all signatures 
and a record of the check and voucher. 
The journal contains identical informa- 
tion to that posted to the application 
and voucher check. 





How IBM Files Its Copies of 


Engineering Drawings 


PHILIP L. DiSTASI, Manager, Reproduction & Photographic Services, 
International Business Machines Corp., Poughkeepsie, N. Y. 


E GET COPIES of engineering 
drawings to personnel at least 


five times faster than before with our . 


shelf filing system. 

A filing system may seem insignificant 
in an operation as large as IBM. But 
the savings of the system can’t be 
minimized. Let’s look at it this way: 

Management doesn’t hire engineers 
and premium production people to 
waste time. Yet, in effect, this is what 
happens when drawings and other pro- 
duction documents get jammed up in 
the file room. While the file clerks 
either hunt down the needed copy or 
have it reproduced from a master, pro- 
duction personnel must mark time. 

The function of reproduction and 
photographic services at our Pough- 


Mr. DiStasi. 


keepsie plant is to reproduce, stockpile 
and issue copies of engineering draw- 
ings. When a production employee 
needs a particular set of prints, we issue 
them directly from stock. There is no 
need for anyone to return the drawings 
to file. We always have enough prints 
on hand for further distribution. 

The system at IBM is actually a con- 
tinuous cycle. Withdrawals, mainte- 
nance of stock and reproduction of 
copies flow from one step to another 
without any break. To illustrate how 
our system functions, let’s step into this 
cycle at an appropriate point and follow 
through. A good starting point would 
be in the production department. Let’s 
say a production employee needs a set 
of drawings pertaining to the assembly 
of an IBM machine. 

Depending on the rush involved, the 
requisition form is either plant mailed 
or hand delivered to the reproduction 
services department. Here, clerks sort 
the forms in order of urgency and set 
up the requisitions so that those needed 
most are processed first. Speed, how- 
ever, is provided on all requisitions. 
Through our various file installations, 
location and pulling of copies is ex- 
tremely rapid. Tab Products Space- 
finder open shelf files house drawings 
filed in order on horizontal shelves. 
These files maintain a sizable quantity 
of documents in a relatively small area. 
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Shop employee preparing a requisition for 
a particular engineering drawing. 


With this type of installation we realize 
up to 50% more filing space than with 
a vertical drawer filing system. Also, 
with shelf filing, aisles are clear and 
two or more people can have access to 
the same shelf at the same time. 

We now can fill requisitions faster 
and more accurately than under any 
previous system. If three or more per- 
sons request copies that are filed side- 
by-side, or even the exact same draw- 
ing numbers, there’s no problem in get- 
ting them out of the files. As many 
as four individual file clerks can pull 
the requested sheets at the same time. 
Location of particular prints is fast and 
easy through our visible index system. 
Major breakdowns are indicated on pro- 
truding metal guides; individual num- 
bers visible on side tabs. Knowing the 
number of the copies needed, the clerk 
can locate them almost at a glance. 
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Once the copies are pulled, distribution 
to the requesting department becomes 
a routine matter. 

But the actual filing cycle continues. 
To maintain an adequate supply of 
prints, we keep a minimum number of 
ten sheets in every folder. When clerks 
note there are only ten left, they auto- 
matically put in an order for replenish- 
ment. This also is greatly expedited. 
While waiting for replenishment, the 
clerk simply pulls the vellum master 
and forwards it to the diazo machines. 
Additional copies are produced in short 
order and put back in the file—long 
before we reach the zero point in stock. 

Despite the simplicity of our system, 
the comparison between old and new is 
dramatic. Under our old method we 
maintained cloth reproductions of mas- 
ter drawings in a variety of file drawers. 
When a requisition came through it was 


© 


: 
: 


Requisition in hand, file clerk goes directly 
to the folder and pulls the copy. 














A minimum of ten drawings is maintained in the files. Whenever the quantity is reduced 
below this point, the girl orders additional copies. 
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necessary to hunt down the correct mas- 
ter, pin it to the requisition form and 
then forward the package to the ma- 
chine operators. If we had a fairly 
heavy requisition day, it was certain 
that a major jam up would occur at 
the reproduction machines. Even after 
the reproductions were run, it was 
necessary to put everything back in the 
file. This, too, 
consuming. 


was tedious and time- 

Even our straightforward routine is 
flexible enough to provide special serv- 
icc where needed. 


In the event of an 
extra rush for a drawing, requesting de- 
partment personnel can requisition di- 
recily at a service window in our de- 
They fill out a form at the 
window and wait while the copy is 


partment. 


located. The whole operation takes 
only a few minutes. 

Another variation is handling back- 
orders. Occasionally, because the draw- 


ings are in process of change, a requi- 


Copies to replenish 
the files are repro- 
duced on_ diazo 
machines such as 
this Bruning Copy- 
flex. 
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Special rush requisitions are filled i 
mediately at a window in IBM’s reproduc- 
tion services department. 


sition can’t be filled. However, it isn’t 
necessary for the requisitioning party 
to make out another form. We have 
set up a card control so that sheets will 
be pulled as soon as they are in stock. 
The filing operation at IBM’s Pough- 
keepsie plant is just one cog in a big 
machine, but it is a smoothly running 
part that meshes neatly and efficiently. 








Plants That 


Will 


Grow in Offices 


DOROTHY G. LUNDBLAD 


ANY EXOTIC PLANTS thrive in 
the office, bringing a touch of 
nature to what can otherwise be a 
somewhat sterile setting. Not only can 
they enhance modern office decor but, 
when skillfully utilized, plants serve to 
boost personnel morale. This is a qual- 
ity they share with all the many other 
adjuncts of modern office decoration— 
bright colors, abstract designs, modern 
paintings, urns, murals and panels. 
There are at least half a dozen foliage 
plants that are easy to grow and that 


do not require sunshine. For instance, 
the Chinese Evergreen (Aglaonema) 
with its thick, fleshy stalks and long, 
tapered leaves, will grow in either water 
or soil. This almost indestructible plant 
ranges in size from 9” to 2 ft. and 
needs very little light. A native of Asian 
tropical jungles, it prefers a moist at- 
mosphere, but can stand dryness. 
The Dumb Cane (Dieffenbachia), a 
native of Central and South American 
tropics, likewise can stand dryness, but 
it likes a good light without direct sun- 


An attractive dis- 
play of plants atop 
files in the execu- 
tive secretarial 
area at Simmons 
Co., New York. 
The offices were 
designed by De- 
signs for Business, 
Inc. 
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33 PIECES OF MAIL PREPARED IN 20 SECONDS- 


the time it takes to walk around an automated mailing department 


It takes just 10 steps to walk around a 
Phillipsburg Inserter. More important, 
the Phillipsburg Inserter’s 10 mechanized 
steps have made it possible for you to 
prepare more mail, faster, with greater 
accuracy and unmatched economy. In the 
20 seconds it takes to walk around a Phil- 
lipsburg, up to 33 pieces of mail, as many 
as 6,000 an hour, are prepared for the 
post office. Even relatively small mailers 
using their Phillipsburg less than one day 
a month save 80% and more on their 
mailing preparation costs; pay for their 
Phillipsburg in one to three years! 


Mail coupon for complete information. 
; 
PROOUCTS THROUGH IMAGINATION 
Bell & Howell 
Phillipsburg 


PHILLIPSBURG, NEW JERSEY 


For More Information Circle No. 369 
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In one continuous sequence and 
with no human intervention, the 
Phillipsburg... 


GATHERS UP TO 8 ENCLOSURES 
NESTS 

OPENS ENVELOPE FLAPS 
INSERTS MATERIAL 

MOISTENS FLAPS 

CLOSES FLAPS 

SEALS ENVELOPES 

PRINTS POSTAL INDICIA 
COUNTS 

STACKS 


Bell & Howell Phillipsburg Company 
14 E. Jackson Blvd., Chicago 4, Ill. 


Please send 

(0 Modern Mailing Through Mechani- 
zation brochure 

0 A basic application for my busi- 
ness 

Name 

Firm 

Street 


City Zone___State___ 
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The Dumb Cane is sometimes called the 
Mother-in-Law plant. 


shine. The leaves are broad and either 
spotted or streaked with white, yellow, 
cream or olive green. The plant itself 
is about 12” across and varies from 


10” to 2 ft. in height. It is said that if 
a person puts a piece of the stem of 
this plant on his tongue, he will become 


temporarily speechless. Probably for 
this reason the Dumb Cane is some- 
times known as the Mother - in - Law 
Plant. 

Another Central and South Ameri- 
can native, the Philodendron, is one of 
the easiest plants to grow because it 
will flourish with or without sunlight. 
The most common variety—Cordatum 
—is recognized by its bright green, 
heart-shaped leaves. Like the Chinese 
Evergreen, the Philodendron will grow 
in soil or water. Other members of the 
Philodendron family—there are about 
250 varieties —- are more exotic, but 
they require a little more care and at- 
tention. Since the Philodendron varies 
in size from 6” to 6 ft. (according to 
the variety), there is a size for every 
available spot. 

The Snake Plant (Sansevieria) is 
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A Dwarf Snake plant, also known as 
Mother-in-Law’s Tongue or Sword plant. 


usually characterized by long, thin, 
striped leaves, although there are dwarf 
varieties. This plant, also known as 
Mother - in- Law’s Tongue or Sword 
Plant, comes from Africa and Asia. It 
grows well in a dry or a humid at- 
mosphere and likes good light, but not 
direct sunshine. The Snake Plant is 
recommended for people who forget to 
water their plants regularly. About the 
only thing that will kill it is over- 
watering. 

A decorative plant which 
slowly is the Corn Plant (Dracaena), 
native of tropical Africa and eastern 
Asia. Although it needs little care and 
no direct sunshine, it does require 
plenty of light and water, and it likes 
a humid atmosphere. The latter need 
can be met by placing the pot on a layer 
of pebbles in a tray which will hold 
additional water. The Corn Plant has 
colorful spotted or striped leaves and 
is a little larger than some of the other 
plants mentioned — from 18” to 48” 
(again, according to variety). 

The Iron Plant (Aspidistra), a native 
of China, is a durable, slow - growing 


grows 
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No other dictating machine backs up its 
performance with such dependable service 


LTHOUGH more extra-dependability is This, the largest service organization 
built in the Dictaphone Time-Master in the business, is just-one of many rea- 
dictating machine than in any other dic- sons why you'll save more time and 
tating machine, it will need some service money with Dictaphone Time-Masters. 
during its long years of use. Call your nearest Dictaphone office 
No Time-Master remains out of serv- today for a free demonstration. 
ice long because there are more than 900 
company-trained technicians working 
out of more than 200 Dictaphone offices 
in this country alone. 


se 
THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


Dictaphone Corp., 730 Third Ave., N.Y. 17, N.Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W.1, England. 
For More Information Circle No. 415 
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plant which requires plenty of water. 
The crisp, green leaves may be either 
plain, spotted with yellow, or striped 
green and white. 

If the office is excessively warm, try 
a Rubber Plant (Ficus). Actually, this 
native of the Asian tropics is not a rub- 
ber plant, but a fig. The Fiddle-leaved 
Rubber Plant and the Chinese ‘Rubber 
Plant grow slowly and require very 
little water. 

The African Evergreen (Syngonium), 
a native of the West Indies, thrives in 
overheated rooms with only’ indirect 
light. 

Cacti other succulents like a 
warm, dry room, although they must 
have some direct sunlight. Don’t let 
the night-blooming varieties of cactus 
tempt you to spend your evenings in 
the office waiting for them to flower! 

After a plant has been selected, a 
good place must be found for it. Don’t 
bother to move the magazines from the 
radiator, or the directories from the 
window sill. Most plants — even the 
hardy varieties — are sensitive to ex- 
tremes of heat and cold. The radiator 
will dry out the plant and probably 
bake it. The window sill will be 
drafty, especially on cold nights in cer- 
tain areas. 


and 


Look for a spot that’s away from di- 
rect heat and drafts. If there isn’t a 
space on a bookcase or file cabinet, try 
a hanging planter. Baskets, metal or 
pottery containers, hung singly or in 
groups, break a cheerless expanse of 
wall and add graceful curves to an of- 
fice’s horizontal and vertical lines. 


Since plants rooted in water grow 
more slowly, the size of plants can be 


controlled to some extent. If you use 
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Philodendrons vary from 6” to over 6 ft. 


a shallow container and a_pinholder 
(metal studded with sharp pins for 
holding cut flower arrangements), small 
pieces of charcoal should be placed in 
the water to keep it sweet. 

All plants need some light to keep 
foliage green. They should be turned 
around occasionally so that the light 
can touch all the leaves. Even a strong 


Chinese Evergreens grow in soil or water. 


101 





electric light can contribute to a 
healthy-looking plant. 

Unlike people, the plants don’t like 
cold water from the drinking fountain. 
They prefer it at room temperature. 
To water them before you begin work 
in the morning, fill a jar the night be- 
fore and let the water warm up during 
the night. If you can, spray the leaves 
occasionally to keep them free of dust. 
Large leaves may be wiped with a damp 
cloth. Don’t water plants too often! 
If the soil is dry, it needs water; if it 
is not, don’t drown the plant. Avoid, 
if possible, chemically softened water 
(which contains sodium) and chlori- 
nated water. The latter is all right if 
it is allowed to stand in an open jar 
for 24 hours. 

In this era of the five-day week and 
occasional three-day or even four-day 
weekends, plants sometimes suffer from 
lack of oxygen and water in overheated 
rooms when offices are closed. It is 
easy to keep plants watered if you are 
going to be away for several days. Get 
some strips of cotton cloth about 1” 
wide and 10-12” long. Place a bowl 
of water near the plants. Wet the strips 
of cloth, then place one end of a strip 


Cacti must have some direct sunlight. 
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in the bowl and the other end on the 
dirt at the base of a plant. This simple 
irrigating system will keep the soil moist 
throughout the holiday. 

Nitrogen, phosphorous and potash 
are to plants what vitamins are to chil- 
dren. About once a month, plants 
should be given a dose of commercial 
plant food according to the directions 
on the package. Although tobacco 
ashes do supply potash, it is well to 
avoid coffee, tea, milk and martinis. 

Occasional loosening of the dirt 
around the plants, especially if they are 
in non-porous containers (plastic, metal 
or glazed pots) will add to their well- 
being by allowing them to breathe more 
easily. 

If the plants thrive, you may need 
to repot them to give them room for 
further growth. Place some pebbles or 
pieces of broken flower pot in the bot- 
tom of the new container to insure 
drainage. Put some fresh soil in the 
bottom of the new pot, and have more 
soil ready to fill in around the plant 
after its transfer. Spread your hand 
over the top of the present pot so that 
the plant stalks are between your 
fingers, turn the plant upside down and 
tap the rim gently on the edge of the 
table to loosen the soil mass without 
injuring the plant roots. Water the 
plant well after repotting. 

A few well-tended plants in the office 
will take away the grim and _ business- 
like look of files and machines. One 
unusual plant in a carefully chosen lo- 
cation can be as striking as a piece of 
sculpture or a beautiful painting. A 
variety of colors and shapes can be ar- 
ranged to give a dramatic appearance 
to an otherwise prosaic room. 
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Effective Methods 
Of Expense Control 


The seventh in a series of articles covering the basic 


office functions, 


showing how office methods can be 


improved—especially in the medium sized and smaller 


company. 


HARRY L. WYLIE, Assistant Secretary-Treasurer, Pure Oil Co., Chicago 


ANAGEMENT’S INTEREST in 

expense control is a good bar- 
ometer of the business climate. When 
business is good and profits are up to 
expectations, the pressure for expense 
control eases. When business is hard 
to get and profits get squeezed in com- 
petitive struggle, the pressure to control 
expenses rises. In between is a broad 
field of consistent practices which are 
intended to review expenses and their 
relationship to profit. Some companies 
control expenses by establishing a criti- 
cal relationship to gross sales. As long 
as expenses do not exceed this per- 
missible relationship, no analysis is 
made. If this relationship is used as a 
guide for all expenses coming under the 
constant scrutiny of management, the 
practice is acceptable. However, if the 
percentile relationship is the method of 
control, then it may be presumed that 
the effort to reduce expenses will not 
be made. 

Expense control should be aimed at 
those items which appear unimportant, 
but which on analysis take on signifi- 
cance. Consideration of the means of 
expense control also should include in- 
tangible aspects such as communicating 
management's objectives to employees. 
Here are a few areas of action: 
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1. Let employees know the costs. 
Awareness is the first step to correction. 
An attitude of carelessness can develop 
and employees fail to personalize expen- 
ditures on the false assumption that 
some kind of corporate magic provides 
the funds. Employees who practice the 
closest type of frugality in their own 
affairs may fail in their respect for the 
company’s resources. The burden is 
on management to scrutinize expenses 
(through periodic reports) and guide 
efforts to eliminate wasteful practices. 
The very act of scrutiny and comment 
will exert pressure toward control. 
One salesman who depended on the 
telephone for contacts was totally un- 
aware of the costs of his long distance 
calls. Much of his conversation was 
“small talk” and unrelated to the busi- 
ness at hand but, because the “phone 
bills’ were paid by the company, he 
prattled away in his spirit of good fel- 
lowship. When his company informed 
him of the costs and suggested a “more 
direct and businesslike approach,” his 
telephone calls were reduced better 
than 25%, and his sales increased. Ap- 
parently his listeners had other things 
to do and liked a direct approach. 
Knowing the costs will not eliminate 
all cases of carelessness, but it will go 
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Executive with a problem 
found the answer in a 
U.S.E. Special Duty Envelope 


This envelope rubs shoulders with bundles of steel! It 
serves as a shipping tag and carries the shipment papers. 
Name and address of company is printed on the en- 
velope, and the name and address of addressee appears 
in the transparent window. By fulfilling its function 
perfectly it is speeding operations and reducing errors. 


Our experience and facilities are available to help you develop 
a U.S.E. Special Duty Envelope for mailings, business systems 
or packaging. The whole fascinating story is told in a book: 
‘““HOW EXECUTIVES SOLVE BUSINESS PROBLEMS with 
U.S.E. Special Duty ENVELOPES.”’ It’s free... please have 
your secretary drop us a line. 


United States Envelope Company 


General Offices * Springfield 2, Massachusetts 


Business benefits wherever the envelope is an executive decision 
For More Information Circle No. 290 











a long way toward developing an aware- 
ness of cost. 

2. Budgeting is an effective control 
device practiced by most companies if 
one includes the types of budgets that 
concentrate on the quantitative aspects 
of sales, manufacturing and other op- 
erations. Statistically speaking, few 
companies translate their quantitative 
estimates into dollars and cents, income 
and expense, and cash flow; yet no bet- 
ter single technique of control exists. 

Budgeting, with a reasonable respect 
for accuracy and objectivity, does three 
things: (1) it requires a careful and 
searching analysis into all past experi- 
ence in respect to expenses—the fixed 
and variable types — the controllable 
and uncontrollable—and it relates those 


expenses to the volume of business; (2) 
it requires a complete comparison of 
the estimated expenses to the actual ex- 


penses (usually on a month-to-month 
basis) and variations of more than 1% 
or 2% require investigation and expla- 
nation; (3) it usually follows the ac- 
counting treatment and chart of ac- 
counts so that comparison is easy and 
convenient. 

The budget facilitates the scrutiny of 
expenses. Without belaboring the point, 
it is a fact that those items which ap- 
pear to cause no concern, or those 
actions which appear to bring no re- 
action, often get little attention from 
employees. Accountability is the surest 
way to action. If each department su- 
pervisor is made accountable for the 
expenses of his department, expenses 
will get his attention. Budgets accent- 
uate accountability for results. Budget- 
ing also gives continuity to the expense 
control activities month after month, 
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whereas economy drives soon lose their 
steam. Corporate economies developed 
during the late months of 1957 and in 
1958 are helping many a company to- 
day. It will be interesting to observe 
how soon “prosperity” diminishes these 
efforts. 

3. Do not evaluate an expense solely 
on income tax considerations. High 
corporate tax rates have made every 
businessman conscious of the tax con- 
sideration of expenses. However, a 
52% tax treatment does not make an 
unwise expenditure any better. The 
consequences may be cushioned by the 
tax rate, but first consideration should 
be made of the need, benefits or in- 
evitability of the expenditure. Business- 
men generally went through a period 
of kidding themselves that “certain ex- 
penses” would cost only 48c on the dol- 
lar so why worry about them. For- 
tunately, this period was shortlived. 

4. Audit petty cash accounts. This 
may appear removed from ways and 
means of controlling expenses; yet petty 
cash accounts often cover up un- 
authorized expenditures. Petty cash ac- 
counts sometimes total $1000 to $2500, 
depending on the business. Auditing 
the petty cash fund goes beyond veri- 
fying its accuracy, balancing and prop- 
erly receipting expenditures. Auditing 
should analyze the types of expendi- 
ture. Some companies standardize sta- 
tionery and supplies, and define the 
things to be stocked, only to have the 
policies negated by those with access 
to the fund who want unauthorized 
items badly enough to risk approving 
a petty cash fund purchase. These ex- 
penditures sometimes include expensive, 

(Continued on page 145) 
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A System for Reimbursing 


Traveling Representatives 


S. C. WALZ, President, Traveletter Corp., Greenwich, Conn. 


EIMBURSEMENT SYSTEMS for 
R company representatives are many 
and various. One described in these 
pages a few months ago outlined a pri- 
vate method of reimbursement em- 
ployed by CIBA Pharmaceutical Prod- 
ucts, Inc. While this procedure has cer- 
tain features that are similar to the 
Traveletter System, there are hazards 
and possible expense inherent in the 
former that are not immediately appar- 
ent. This article will point out these 
dangers, as well as the special advan- 
tages pertaining to our service. 

There are two procedures possible 
under any company draft plan. One 
is to send representatives each week a 
blank company draft which they pre- 
pare to cover their expenses. In follow- 
ing this procedure, the organization is 
faced by much the same cost and in- 
convenience as incurred by mailing 
company checks. With mail delays 
there is always the possibility that rep- 
resentatives will not receive the drafts 
when and where they need them. This, 
again, has the same drawbacks as mail- 
ing a check. 
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Theoretically, to counteract such 
possible delays, the company might 
give each representative a supplemental 
cash advance. This means that an un- 
necessary amount of cash will be per- 
manently tied up. In addition, many 
companies have found that their repre- 
sentatives do not keep cash advances 
intact to cover the purpose intended 
and, therefore, such advances are of no 
use in an emergency. 

Another procedure for a private sys- 
tem is to supply representatives with 
an undetermined number of company 
drafts. Here the only safety precaution 
the company has is that these drafts are 
imprinted with a certain dollar limit. 
Should a representative “go wrong” or 
be terminated—and we know from long 
experience that this does occur on occa- 
sion—what is to stop him from cash- 
ing all the drafts for the full dollar 
limit? These drafts are the property of 
the company, and there is a definite 
moral obligation for it to honor any 
such drafts that are drawn regardless 
of the circumstances. 

Under our system, authorization and 
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FIDELITY ONION SKIN 100% Cotton 

SUPERIOR MANIFOLD 25% Cotton 

CLEARCOPY ONION SKIN 25% Cotton 
Air mail has a sense of urgency and, when it’s written on Esleeck Thin 
Papers, a sense of importance. That's why it makes good sense to send 


important correspondence and literature on an attention-getting 
Esleeck Onion Skin or Manifold paper. 


An Esleeck thin paper will also reduce typing, mailing and filing 
expenses. Use it for records, forms, thin letterheads, copies and 
advertising literature. You'll soon see why they are ‘‘the most copied 
thin papers in America.’ 


free samples write on your business letterhead to 


, Pk MANUFACTURING 
COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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A Traveletter authorization and a draft. 


Printed notices on the draft warn the payee 


to endorse the authorization form which must be presented with the draft. 


draft remain the property of Travelet- 
ter Corp., guarantor of this paper. 
Should a company representative, prob- 
ably through fast-talking tactics, cash 
one or more drafts beyond the specified 
authorization, there is no obligation of 
any kind for the company to pay the 
drafts. That obligation remains ours. 

With the Traveletter System, there is 
a letter of authorization that must be 
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presented at the time of cashing the 
Travelorder drafts, limiting the amount 
to be drawn weekly to some figure 
closer to that which a representative’s 
actual weekly expenses might be. This 
authorization has spaces for endorse- 
ments by the bank, hotel or other party 
honoring the drafts. They endorse the 
authorization by filling in date, amount, 
name of party honoring the draft, city 
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New 3M type ‘L’ photo offset plates 
complement your craftsmanship... 
give you all the advantages of an 
aluminum printing surface at a cost 


comparable to paper, plastic plates 


From 3M research comes a completely new kind of plate for offset 
duplicator presses. Designed for runs to 5000 in line, halftone, and 
color, this low-cost plate has two usable sides of aluminum. It’s proc- 
essed quickly, simply—in one step. You have all the advantages of 
smooth-surfaced metal plates—including the cleanest possible runs! 
It resists scratches and fingerprints... virtually eliminates halation 
... rolls up fast... makes additions and deletions 

simple. Like all 3M Plates, Type ‘‘L” is pre-sensi- ane 


PRODUCTS 
tized with precise quality control. Try it soon! —_e 


Miewesora [ftmine ano \ffamuracrurine company 3M } 


RE R ARCH IS THE KEY T TOMORROW & 
WHERE ESE c o TOMO ° a 











and state. The endorsement require- 
ment is printed in two different places 
on the face of the draft. 

Our service has a cancellation fea- 
ture, enabling a company to cancel the 
authorization of any draft issued to a 
representative whenever it might be 
necessary. This is not so with an in- 
dividual company method. 

Should one of a private firm’s repre- 
sentatives be away from home when he 
needs reimbursement, where can he get 
his company’s drafts cashed? Travelet- 
ter Corp. has over 4000 correspondents 
consisting of the better hotels and mo- 
tor hotels throughout North America. 
These correspondents are guaranteed 
against loss when honoring the drafts 
according to their proper authorization. 

From the foregoing, it can be readily 
appreciated that the private plan entails 


If you haven’t tried 
3M Type “L” plates 
-eorder a package 


HERE:->-NOW 


3m%- 


PRINTING PRODUCTS oivision QD 


a number of weaknesses that could 
prove detrimental to the user. Our sys- 
tem, on the other hand, offers a num- 
ber of advantages that might be sum- 
arized as follows: 

@ No check preparation or mailing 
costs. 

e No embarrassing and costly de- 
lays. 

e Provides authorization safety fea- 
ture. 

e Guarantees company against liabil- 
ity in cases of fraud. 

e Allows rapid cancellation. 

e Enables holder to cash drafts any- 
where in North America. 

We believe that these positive ad- 
vantages, together with the experience 
of over half a century, add up to the 
finest reimbursement service available 
anywhere at any price. 


PRINTING 

PRODUCTS 

DIVISION 
Minnesota Mining and Manufacturing Company 
Dept. PBW-30, St. Paul 6, Minnesota 


Please enter my order for direct delivery 
of the following quantity of 3M Brand 
Type ‘‘L’’ Photo Offset Plates @ $35.00 
a package of 100 and 3M Brand Type 

““L'' Developer @ $3.00 a pint (one — 
is adequate to develop 100 plates). 
understand | will be billed by a 3M litho. 
graphic materials dealer. 

packages of 100 3M Brand Type 
— Photo Offset Plates for 


AKE AND MODEL PRESS 
Slotted 0 Straight Cut O Pin Baro 


; _ pints of 3M Brand Type “‘L"’ Devel- 
oper. 

eee 
TITLE 

COMPANY. 
ADDRESS__ 
CITY 


ZONE______STATE 




















For More Information Circle No. 341 
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records in your office 
... in minutes! 


Now you can save time, save money, save storage space 
with the compact, efficient McBee Binding Machine. This 
unique machine allows you to permanently bind and protect 
your valuable records without ever letting them out of the 
Office. You get the space-saving efficiency and economy of 
shelf filing . . . you eliminate loss and misfiling. 


Available at a nominal monthly rental, the McBee 
Binding Machine slashes binding costs 70% and more! 
And it’s simple to use. Any of your present employees can 
operate this machine after one demonstration! 


Finished binders are sturdy, easily-handled and good- 
looking. Covers are binders-board under canvas. Heavy 
gauge steel back is covered with canvas to match. Marking 
devices are available. 


Call your nearby Royal-McBee Data Processing Repre- 
sentative or write Royal McBee Corporation, Data Proc- 
essing Division, Port Chester, N. Y. for brochure S-564 
which details this fast, low-cost method for binding records 
right in your office. 


RO YAL MCBEE. aaa processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


For More Information Circle No. 282 
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Annual NOFA Convention 


In Atlantic City 


ROFITS and how to share in them 

will be the basic note at the 14th 
annual convention of the National Of- 
fice Furniture Assn. Emphasizing the 
theme, “Prepare for the Successful 
60's,” the meeting will be held at the 
Chalfonte-Haddon Hall, Atlantic City, 
March 11-13. NOFA points out that 
retailers who are prepared, and whose 
minds are open to new techniques, will 
be getting the cream of the business in 
the decade ahead. 

Over 4500 are expected to convene 
at Haddon Hall where the convention 
will open at 9:30 a.m. with the election 
of officers. Vernon Vallet, NOFA 
president, will preside at the opening 
annual business meeting. At 10:30 


a.m., Lucille Anderson, style consul- 
tant, F. Schumacher & Co., New York, 
will present “The Office—1960 Model.” 

On Saturday, March 12, there will 
be a “Put and Take” panel workshop. 
Members of the panel will include J. 
K. Boling, vice president, Boling Chair 
Co.; H. Wray Crane, vice president- 
sales, Peerless Steel Equipment Co.; 
James C. Hearn, Atlanta; Roger W. 
Young, Detroit; Robert B. Gibby, 
Desks, Inc., New York, and Michael 
Saphier, New York, a leading office de- 
signer. Moderator will be Art Poliquin, 
Horders, Inc., Chicago. 

NOFA will honor office furniture in- 
dustry personnel who have 25 years or 
more of service at a breakfast on Sun- 





9:30 a.m. 
10:30 a.m. 
York. 


7:00 p.m. 


NOFA Convention Program 


FRIDAY, MARCH 11 


Business Meeting and Election of Officers. 
THE OFFICE—1!960 MODEL: Lucille Anderson, F. Schumacher & Co., New 


Noon-6 p.m. Exhibits Open in Convention Hall. 


Cocktail Party, Reception of Incoming Officers. 
NOFA Fun Party. 


SATURDAY, MARCH 12 


PUT AND TAKE: Arthur Poliquin, Horder's, Inc., Chicago, Moderator; 
J. K. Boling, Vice President, Boling Chair Co., Silver City, N. C.; H. Wray 
Crane, Vice President-Sales, Peerless Steel Equipment Co., Philadelphia; 
James C. Hearn, Atlanta; Roger W. Young, Detroit; Robert B. Gibby, Desks, 
Inc., New York; Edward M. Krech, Director of Purchases, J. M. Huber Corp., 
New York; Michael Saphier, New York. 

Noon-6 p.m. Exhibits Open in Convention Hall. 

7:00 p.m. Annual Banquet: Dr. Carl S. Winters. Presentation of Awards. 


SUNDAY, MARCH 13 


8:30 a.m. Breakfast: Presentation of 25-Year Plaques. 
10:30 a.m. Non-denominational Service. 
Noon-6 p.m. Exhibits Open in Convention Hall. 


8:15 p.m. 


9:30 p.m. 
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STANDARD INTRODUCES 
AMAZING REVOLUTIONARY ELECTRO FEED 
IN A GREAT NEW LINE OF FLUID DUPLICATORS 


THE ROCKET 


* 


SERIES 


ait 6 4¢ 
ws 41 


Operator skill in fast, accurate hand 
feeding of forms is made unnecessary . 
by this Electronic Feed Duplicator. This 
skill has been built into the machine 
itself. It is almost unbelievable, yet a 
mere sheet of paper, advanced casually 
or even carelessly, will activate the 
duplicator for perfect copies in precise 
registration. Electronic Feed actually 
corrects operator errors in feeding. So fast is its action, a speed of 100 copies or 
more per minute in exact registration can be attained, even by an inexperienced 
operator. Model E14E-P above, revolves, lets you choose the operating position 
you prefer, front feed, side feed, etc. Write for free brochure. 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. 


For More Information Circle No. 293 
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day morning. Engraved plaques mark- 
ing their service will be presented to all 
who are qualified at the convention. 
Exhibits by over 150 manufacturers 
of office furniture and auxiliary prod- 
ucts will be open in Convention Hall 
from noon to 6 p.m., following daily 
morning business and workshop ses- 
sions. Stress will be laid on new prod- 
ucts being shown for the first time. 
On the lighter side, Friday, March 
11, will see a cocktail party and re- 
ception for incoming officers at 7 p.m. 
After that, NOFA’s Fun Party will of- 
fer TV, movie and show talent. The 
annual banquet on Saturday will have 
a guest speaker, Carl S. Winters. Dr. 
Winters, appearing through the cour- 
tesy of General Motors Corp., will talk 
on “Inspiration, Information and Per- 
spiration in Selling.” Mr. Office Fur- 


niture Dealer will be awarded the 
NOFA Oscar, as will the Office Fur- 
niture Salesman of the Year. Runners- 
up will also receive awards. 

For the ladies, activities include: 
March 11, reception and tea in the 
morning followed by a luncheon fea- 
turing Mrs. Anderson speaking on 
“Beautifying the Home.” Other events 
will include a review by B. G. Metzler 
of Broadway hits and a visit to Fischer’s 
Greenhouse. 

V. L. Caldwell, office furniture man- 
ager, John Wanamaker, Philadelphia, 
and George L. Stuart of Orlando, Fila., 
are convention chairman and co-chair- 
man respectively. John R. Gray is the 
association’s executive director. Fur- 
ther information can be obtained from 
National Office Furniture Assn., 327 S. 
LaSalle St., Chicago 4. 





Fleor Show 


al. 


Delarrorvuctrs 


A DIVISION OF AIR ACCESSORIES, 


THE TRANSPARENT 
OFFICE CHAIR MAT 
THAT LETS 
FINE FLOORS BE SEEN 


INC. 


P. O. Box 1440°* Fort Worth, Texas 


Branch Office, Fort Wayne, Indiana 


Please send complete information on Floor Show 


NAME 





FIRM NAME 





ADDRESS. 














For More Information Circle No. 384 
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| (CS HAPPY FANNY says: 
cs ry Beoveo Ventilated Chairs 
“—, Offer correct seating for every need 
in modern offices. 


e more comfort ¢ longer wear ©°¢ less cost 





Eliminate the office 
“Hot Seat” 


Inerease Efficiency 


PS-33A 

Posture Arm Chair 
Spring action back 
6 adjustments 


ES-45A ... 
Executive Arm Chair 


gleaming chrome (oat and Hat Racks 


1" tubular steel, mirror-like chrome. Attach on 
standard 16" stud centers. 


Row of Hooks. Use individually or attach as shown. 
Hooks spaced 5!/." apart in 2 to 6 ft. lengths. 


COAT and HAT RACKS 


Single Shelf Length Double Shelf 
24"" 
36" 
48" 
60" 
72" 
Singl 
se $10.95 Chrome Stand for Floor Model Costumers 


For More Information Circle No. 380 


B I V( | ) PRECISION MANUFACTUR.NG COMPANY 
y | A 831 Chicago Avenue, Evanston, Illinots 





FOOOOADSSHOSOSBOGOOSD 
SSX OOO 
KIRK OC KK CI 


“‘My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small prinfer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also, 


CORNER 
ROUNDER 


$9550 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: %”, %”, %”, “2”. 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 385 
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Integration in Offices 
(Continued from page 38) 

will call for the greatest numbers of 

workers during the next ten years. 

“In 1956, for the first time in his- 
tory, white-collar jobs exceeded the 
number of blue-collar jobs and the mar- 
gin is widening. The greatest increases 
in employment this decade will be 
in professional, technical, managerial, 
clerical, sales and service jobs, all of 
which require preparatory training,” the 
report states. “White collar jobs have 
never been readily available to negroes. 
In 1958, approximately 12% of male 
negroes were in professional, mana- 
gerial, clerical and other white-collar 
occupations as compared to 6% in 
1940. In 1958 almost 40% of male 
white workers were in these occupa- 
tions. The proportion of negro women 
in white-collar positions presents an 
equally sharp contrast. In 1959 only 
23,000, or 9/10%, were in sales posi- 
tions as compared to 8% or more than 
1,500,000 white women. In clerical 
positions there were 742% or fewer 
than 200,000 negro women as con- 
trasted to 31.8% or nearly 6,000,000 
white women. 


How Food Processor 
Makes Sales Reports 


ALES FIGURES taken direct from 
S invoices give Duffy-Mott manage- 
ment and sales personnel detailed infor- 
mation on territorial sales within two to 
11 days after the close of a monthly 
accounting period with an accuracy fac- 
tor of one-half of 1%. Duffy-Mott, a 
major food processor known for such 
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Your offset duplicator gives really fast production 
with ATLANTIC OFFSET. No wonder! Uniform sur- 
face, balanced moisture content and even bulk pro- 
vide trouble-free feeding and superb ink receptivity. 
For extra attention, use Suede Finish ATLANTIC 
PASTEL OFFSET in one of six handsome colors. For 
unusual brilliance and minimum show-through, spe- 
cify the all-new brightest-white ATLANTIC 
OPAQUE. All three grades are available in standard 
office sizes. Ask your Eastern Franchised Merchant 
for samples. Or write us direct. 


you're always right with 
EASTERN FINE PAPER AND PULP DIVISION 


STANDARD PACKAGING CORPORATION - BANGOR, ME. 


at For More Information Circle No. 245 
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THERE IS 

only CHR WX 
TO HANDLE - 
TRAVEL REIMBURSEMENT... 


Since 1894 The Traveletter System has provided leading companies of 
America with a unique plan for reimbursing travelers’. . . with inherent 
controls and savings found in no other system. 








When considering any method of reimbursing travelers you 
should consider these five points: 


Does the plan have controls to protect your company against 
unwarranted withdrawal of company funds? 


traveletter does ! 


Does the plan have nation wide acceptance by hotels and 
motor courts? 


traveletter does ! 


Does the plan offer a national stop-payment feature? 


traveletter does ! 


Does the plan establish a specific weekly limit the traveler 
cannot exceed? 


troveletter does ! 


Does the plan have a letter of authorization to control with- 
drawals for reimbursement—and which must be presented 
when withdrawals are made? 


troveletter does ! 


If the systems under consideration, or the one now in use, do not meet 
any one of the above qualifications, you should investigate The 
Traveletter System immediately. 


Traveletter 


Descriptive Brochure on Request .+» Modern System for Handling and 
“"Traveletter” Reg. U. S. Pat. Off. Controlling Travel Expenses Since 1894 


TRAVELETTER CORPORATION ¢ GREENWICH 3, CONNECTICUT 


For More Information Circle No. 358 





brands as Mott’s Apple Sauce, Sun- | 
sweet Prune Juice and Clapp’s Baby 
Food, developed their system to give 
both the home office and field man- 
agers an at-a-glance picture of current 
sales, sales this year against last year, 
and _ territory-by-territory comparisons. 
At any given date, management can get 
a contemporary picture of any product 
in any territory at a moment’s notice. 
For territorial managers, it shows how 
their territory is standing up against 
last year as well as the previous months 
of the current year, how individual 
products are performing, and where 
added efforts are needed. 

To keep this data gathering operation 
fast and simple, management uses ten- 
key Addo-x machines which afford a 
printed, checkable total. This enables 
clerks to work directly from invoices. 
Figures are entered and totaled to per- 
mit periodic checking for accuracy. 

When received from brokers and 
salesmen, orders are immediately 
broken down by product and territory. 
Then itemized listings are made which 
form the basis for weekly reports to 
production and sales managers as to 
the flow of business within individual 
territories. The same reports also give 
management the overall picture and 
territory-by-territory comparisons. 

As soon as orders are processed for 
delivery, and all shipping and billing 
operations have been performed, in- 
voices are routed to the statistical de- 
partment where itemized data are re- 
corded in a sales register. Here further 
breakdowns of the invoice data are for 
product, product size, customer and ter- 
ritorial analyses. 

The clerk uses a pre-printed form, | 
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JOHN R. WATSON CO. 
816-818 W. 23rd $f. 
Hil idole Heights 
" Groceville, illinois 
be Acme Trucking ON-32 








Using Multistamp FORM-CUT stencil, printing the form 
and fill-in data at the same time is an easy, one-man 

. one-hand operation. Your form is custom die-cut 
in the stencils... you fill them in with ball point pen 
or typewriter. 


Multistamp Stencil 
Addressing System 


Quickest Way for 
Volume Shipping 


EASY-TO-READ 
FADE PROOF 


QUICK DRYING 
WATERPROOF 


Shipping address errors are virtually 
eliminated when printed directly on 
cartons by the Multistamp Stencil 
Duplicator. Print becomes identical 
smear-proof permanent part of every 
carton in shipment. Quantity users now 
save big money on VOLUME-PAK sten- 
cils..either plain or FORM-CUT. One- 
day service on repeat FORM-CUT sten- 
cil orders..less than 
10 days on new orders. 

Write Today for your 

trated new how-to (ond 


why: book about the 
Multistamp Marking 


WLTISTAMP 


THE pepe Norfolk, Va. 
For More Information Circle No. 372 
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Ingenious ! 
Simple, but AMAZING 


New Versatile Business Tool 


Ambi-dex Cotor-CuE 


A New Dimension Indexing 
A Index AUTOMATION 
A FLEXIBLE Filing 
A Automatic CONTROL 
A Eliminate Error 
A SPEED Filing 
A Find FAST — In or Out of File 


CUE It with COLOR 
——— FIND It with Ambi-dex 
This versatile Color-Wheel Tab locks into 
almost everything from paper-thin to 
pressboard-thick. Folders, Briefs, Guides, 
Sheetholders, Pockets, Drawings, Enve- 
lopes, Catalogs, Swatch Cards. 











The Ambi-dex Color-Cue Wheel makes the ordi- 
nary IMPORTANT. The important can’t get “lost” 
in drawer, on desk, in brief-bag, or open-shelf. 
Unlock and Re-use many times over. Precision 
Made. 10 year Guarantee. 


Write for FREE Ambi-dex — 
—the BRIGHT EYES in Filing and Finding 


Ambi-dex Sales Company 
821 Woodlawn Dr. DeKalb, Illinois 


For More Information Circle No. 365 
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matching figures from the invoice to 
the proper category on the form. Totals 
are then run for each category on 
Addo-x machines which provide all the 
figure work required to get a compre- 
hensive category - by - category picture. 
Year-by-year comparisons are then en- 
tered on the basis of product, customer 
and territory. 

At the end of each month, territorial 
sales figures are added by customer and 
products, and checked against overall 
national figures to see how each prod- 
uct in each territory is doing. At the 
end of each month, year against year 
figures are also computed, and a plus 
or minus difference appears at the end 
of each column in the sales register. 
Also entered then are dollar sales and 
brokerage figures. 

Duffy-Mott management believes 
that information on comparative sales 
performance is a stimulus to its sales 
force. Over 1000 copies of the infor- 
mation in the register are sent out in re- 


Duffy-Mott uses ten-key Addo-x machines 
to list sales figures directly from invoices 
for reports by products and territories. 
Accuracy of reports is within half of 1%. 
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Five simple controls provide you with complete, fool- 
proof command over all dictating and transcribing 
functions. New tape magazine permits instantaneous, 
fumble-proof, jam-proof loading. New higher fidelity 
sound assures crystal clear voice reproduction to speed 
typing and prevent fatigue in transcribing. 


The Norelco ‘35’s easy portability (weighs only 8 Ibs.) 
and longer dictating capacity (35 minutes) make it ideal 
for on-the-spot recording of important meetings, pro- 
posals, minutes and memoranda, or for dictating in 
your car, at home, or while in the field. 








Try the Norelco ‘35’ in your own office and discover 
how much time it can save you in the preparation of 
records, reports, correspondence and other time con- © 
suming paperwork. For complete information and afree 
demonstration call the Norelco ‘35’ dealer nearest you 
or write directly to North American Philips Co., Inc. 


Complete with your choice of enh 795° 
a fie : v 


dictating or transcribing accessories only 


Ea 


THE WORLD'S : 
MOST ADVANCED 
ALL-IN-ONE 
DICTATING- 
TRANSCRIBING 
MACHINE : 





NORTH AMERICAN PHILIPS CO., INC. & a . ; 
Dictating Equipment Division, 230 Duffy Ave., Hicksville, L. N. Y. In Canada: the Norelco ‘35’ is known as the 
‘Philips’ dictating machine and is distributed by Philips deities: Ltd., 116 Vanderhoof Ave., Toronto, Ontario. 


For More Information Circle No. 386 
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Perf i 
Aimed... 


= 





< POSTING. 
fGOiement 
hits the mark 


in office efficiency 
P.E.C. keeps pace 
with modern 
office procedures 


DUO-MATIC 
POSTING TRAYS 
AND STANDS 


PORTA-MATIC 
POSTING TRAYS 
AND STANDS 


TILT-O-MATIC 
TRAYS 
(For Register Forms) 


V-MATIC TRAYS 
(Small Capacity 
Containers) 


HANDI-MATIC 
TRAYS 

(For writing bo 
Gistliny mcesautinn a 


ords requiring 


EXPANODI- 

MATIC 

(Designed for instal 
lotions where spoce 
is ot o premium.) 


SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 


1721 Elmwood Ave., Buffalo 7, N. Y. 
For More Information Circle No. 360 
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| conscientious, 


~wqy | duced size at the end of each month. 


These reports afford comparisons, sales 
analyses, dollar and brokerage figures, 


| and other useful breakdowns by terri- 
| torial managers and selected brokers. 


These figures act as guides to sales ef- 
forts, distribution planning and re- 


| ordering. 


Appraisal Interviewing 


(Continued from page 18) 


responsive to opinions of men in his 


| own level. 


Measured Performance is most ap- 


| propriate when supervisor and subor- 


dinate can agree on the measurement 


| instruments to be used. 


Joint Appraisal is appropriate when 
the subordinate needs some criticism 
and will accept it more gracefully if his 
own dissenting opinion can be placed 


| on record. Some men also find it easier 


to accept, without dissent, a judgment 


| made after they have stated their case, 


rather than a judgment made without 
consulting them. 

Self-appraisal is excellent for the 
self-critical subordinate 


who judges himself more severely than 


| anyone else judges him. His own self- 
criticism relieves the supervisor of any 


need to criticize, gives him opportunity 
to encourage, reassure and support, and 
permits both parties to discuss what- 
ever constructive action may be needed. 

The Talent Scout method is most 
appropriate in a rapidly expanding com- 
pany which is more concerned with 
finding and developing future executives 
than with improving and refining the 
performance of the average employee. 
This method implies a belief that it is 
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LOOK FOR THE DIAMONDS 


Perfect for hand application, new Diamond Mail Aide 
labels are designed especially for low-cost automatic 
application by Eureka’s Mail Aid Applicator. 


These labels contain all the important features that 
have made the Mail Aid line the finest available. 
With the added feature of diamond perforations, you 
can change from manual to automatic application at 
your convenience. 


The Mail Aid Applicator is capable of addressing 
mailing matter of a wide variety of stock ranging 
from post card thickness to 14” and up to 12” in 
width. Up to 13,000 pieces can be labeled in an hour. 


Your stationer soon will have regular numbers of Dupli-Stickerse, Dupli-Snape, and Dupli-Quike . 
labels with diamond perforations. Remember — even if you plan to continue manual application 
— Diamond Mail Aid labels are your best buy. 


SSN EUREKA SPECIALTY PRINTING CO. 530 Electric Street ¢ Scranton 9, Pa. 
. 


6B. 


For More Information Circle No. 275 
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ADD 


To Your 


VISIBILITY 


MAGNE? DEX 


Vis tease =... 


“THE CARD THAT WALKS” 


Proved to be up to 60% faster than con- 
ventional card files. Operator always can 
see from 15 to 20 visible cards at a glance, 
wherever her hand touches the cards. 


Cards can be quickly pulled, replaced or 
rearranged at will and posted on many 
office machines. Available in 13 standard 
card sizes, housed in aluminum trays vary- 
ing in card capacity from 500 to 1500 each. 
Modern tub desks and cross file units 
are available, accommodating from 6250 to 
20,000 visible records in one cabinet... all 
within easy reach of a seated operator. 


Write for illustrated literature and name of the 
MAGNE-DEX dealer in your city. 


THE NATION’S FASTEST CARD 
FINDING ee ed YOUR OWN 


BUSINESS EFFICIENCY AIDS 


8114 Lawndale Ave., Skokie, Illinois 
For More Information Circle No. 342 


more productive to develop strength 
than to correct weakness. 

Problem Solving is used by superiors 
who believe that most managers will 
develop themselves when they see a 
need for development. It works best 


|with the man whose major interest is 


to get a job done well, and who is self- 
critical enough to see where and how 
he needs to increase his own com- 
petence. 

No method of appraisal interviewing 
is foolproof. A clumsy, inconsiderate 
or vindictive interviewer can arouse an- 
tagonism with any method. But ap- 
praisal interviewing need not be dis- 
carded because of disillusionment with 
the original Tell-and-Sell procedure, nor 
because of the reluctance of supervisors 
to criticize their subordinates. There 
are methods which eliminate both the 
responsibility for, and the onus of, 
criticism and still allow much valuable 
discussion of how to utilize more effec- 
tively the company’s human resources. 

More extended discussions of some 
of the methods described above will be 
‘found in the following references: 
| 





Bernard Haldane, “How to Find the 
Best in Every Man,” Personnel, Sept.-Oct. 

| 1958, p. 9. The Talent Scout approach. 

Robert Hoppock, “The Individual Ap- 
proach in Executive Development,” Tut 
OFFICE, Feb. 1959, p. 92. A comparison 

| of Tell-and-Sell and Problem Solving. 
Rensis Likert, “Motivation Approach to 
| Management Development,” Harvard Busi- 
ness Review, July-Aug. 1959, p. 75. Meas- 
ured Performance. 

Norman R. F. Maier, The Appraisal In- 
terview (John Wiley & Sons, New York, 
1958, 246 pp., $5.95). Tell-and-Sell, Tell- 
and-Listen, and Problem Solving are de- 
scribed and compared. 

| Earl G. Planty & C. A. Efferson, “Coun- 
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Only Hammermiull 
Gray yhicopy 
Papers come 
in this sturdy, 
| 
re-usable 4 
carton ¥ 


You'll find a score of uses for the unique 
Hammermill Graphicopy Paper carton. 
This carton is designed to be used again 
and again. It is extra strong—yet it opens 
easily without ripping the carton or tearing 
your fingernails. Just pull top to open and 
tuck it in to close. The carton is perfect 
for deliveries, for filing and for storage 
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HERE'S THE BIG REASON 
FOR BUYING HAMMERMILL 
GRAPHICOPY PAPERS! 


They're made right to 
run right. Get your 
Graphicopy “Paper Se- 
lection Guide” from your 
Hammermill supplier . . . 
or write Hammermill 
Paper Co., 1463 East 
Lake Road, Erie, Pa. 


For More Information Circle No. 373 
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Now your department can 
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have its own photocopier 
for only *9950! seescvemecne 


Cut paperwork costs in every department with this all-new 


copying machine. The price is so low it will pay for itself in 
half the time you would expect! 


Put this smooth-working photocopier in purchasing, produc- 
tion, accounting, receiving—every department. Eliminate em- 
barrassing errors; step up overall efficiency. Instead of costly, 
time-consuming typewriting and handwriting, make photo- 
exact permanent photocopies... in seconds... for pennies! 
The Model 101 copies any document— printed, written, drawn, 
duplicated . . . carbons, 2-sided originals, transparencies, blue- 
prints, photostats, diazo prints. Makes multi-copies. Makes 
copies on any one of 6 different colored positive papers. 
Check the price again—only $99.50—then call your A. B. Dick 
Company distributor (listed in the Yellow Pages) for informa- 
tion or a free demonstration. Or mail the coupon today! 


A-B-DICK’ 
DUPLICATING PRODUCTS 


For More Information Circle No. 294 





a 
S-t-r-e-t-c-h-i-n-g Walls 
with DOLIN MOBILE STORAGE 
Hundreds of Dolin Mobile Storage Sys- 
tems, covering a wide range of applications 
(records, supplies, stock parts, etc.) are in 
daily active use throughout the world. This 
proven, versatile pay-for-itself system oper- 
ates on the principle of replicing elimi- 
nated aisle space for added equipment 

(files, shelving, bins, etc.). 


FILE CAPACITY DOUBLED 
Conversion of 4 drawer file cabinets to the 
Dolin Mobile Shelf Filing System actually 
doubled the file capacity in this highly ac- 
tive area. The same number of girls con- 
trol twice the amount of files. This com- 
plete installation paid for itself almost 
immediately. Most standard types of file 
equipment (your existing equipment, too) 
have been adapted to Mobile Storage. 


FREE LAYOUT & SURVEY 

DOLIN METAL PROD., INC. 

Dept. MSOF, 317 Lexington Ave. 

BROOKLYN 16, N. Y. 

CJ Please survey our area to show 
the benefits of MOBILE STORAGE. 
(No obligation.) 

(] Pleasesend MOBILE STORAGE 
“IDEA KIT.” 

NAME 

co. 

ADDRESS 

CITY & STATE 


several 





| natures of check 
| Handwriting comparisons first put spe- 
| cial agents on the trail of LaMarca, the 
| Weinberg kidnapper. 


seling Executives After Appraisal,’ (Har- 
wood F. Merrill & Elizabeth Marting, De- 
veloping Executive Skills, American Man- 
agement Assn., New York, 1958, p. 231). 
The classic article on Tell-and-Sell. Re- 
printed, without acknowledgment, in many 
company manuals on appraisal interview- 
ing. 

Virgil K. Rowland, “The Mechanics of 
Group Appraisal,” Personnel, May-June 


1958, p. 36. Committee Appraisal. 


FBI’s Office Story 


(Continued from page 87) 


The peak was reached in 1943 when 
28,733,286 prints were received an 


| average of 93,540 each working day. 


Thus the scope of the identification 
division’s operations has been broad- 
ened far beyond its original purpose 
of law enforcement. It now serves the 
public at large. Thousands of unknown 
dead and amnesia victims are identified, 
and missing persons located through 
data collected in FBI files. 

Curious indeed is some of the ma- 
terial collected. For instance, in rare 
instances, persons without hands are 
taken into custody. A file on footprints 
is maintained on such individuals. Be- 
cause many public enemies are known 
only by their nicknames, a card file is 
kept in alphabetical order, with nick- 
names appearing on fingerprint cards. 
A general appearance file containing 
descriptive data and photographs of 
thousand known confidence 
tricksters is also maintained. In addi- 
tion, a collection of thousands of. sig- 
forgers is on file. 


Day by day the files become more 
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This is how easily you clean 
typewriter keys with wonderful new 
"SCOTCH" BRAND Typewriter Cleaner! 


No messy liquids to stain or 
spatter, no putty under your 
fingernails. Just roll this clean, 
dry sheet into your typewriter, 
pink side up; strike each key four 
or five times. The job's done in 
three minutes--and your next 
typing will be sparkling clean! 


Three full-size sheets cost just 
98c; they're perforated so you can 
tear off used portions and throw 
them away. Better call your 

office supplier now! 


<— > 
“se <— 
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. 
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a 
WHERE RESEARCH IS THE KEY TO TOMORROW S355, << 





For More Information Circle No. 244 





LOOKED AT YOUR SAFE 


Take a good look at it—right now if you're 
reading this in your office. Does it-have 

an Underwriters’ Laboratorie’s label? If not, 
chances are it’s not safe. In fact it’s a 
potential fire-trap. And 43 out of 100 firms 
losing their records in a fire never reopen. Get 
a Meilink A label safe. There’s no safer 

safe in the whole wide world. At your Meilink 
dealer or write for folder to Meilink Steel 
Safe Company, 1672 Oakwood, Toledo 6, Ohio. 


, 
with Mews iti for boos 
Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 




















For More Information Circle No. 345 


voluminous, and the Bureau might have 
faced a serious space problem but for 


| microfilming. Today an increasing pro- 


portion of the FBI collection is being 


| microfilmed and stored with maximum 
| economy. Every new technological de- 
| velopment by the office equipment in- 


dustry is carefully appraised by the 
Bureau, and those that can effect real 
improvement in its systems and pro- 
cedures are installed. Recent examples 
of this are the EDP equipment used in 
the Bureau’s crime statistics section, 
and the motorized rotary files that are 
replacing vertical filing cabinets in the 
identification division. 

Most important of all, are the ex- 
tremely high work standards that are 
an integral part of the Bureau. On these 
standards the security of our nation 
depends. 





“You wouldn’t quit. You’re just saying 
that to make me feel good.” 
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fae 
ncco HELPS You LL ASTER! 


Keeps papers spillproof, secure, in place. Saves 
re-filing. Speeds finding. Ends “missing paper” 
panic.Durable, genuine pressboard folders are 
trim, firm, sag-proof. Save finding time—and 
drawer space. Fast transfers—old file slides out, 
new fastener slides in! 


ASK FOR ACCO’s new booklet ® 
*‘IdeasThat SaveTime and Space” 


—available free at office outfitters. 
NUINE PRE OAR F R 
Or write: ACCO PRODUCTS, inl ss6 D FOLDERS 


A Division of Natser Corporation, Ogdensburg, N. Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No, 239 @ uco. 1m 





NOW 4 VISUAL AIDS IN 1 


New Chart-Pak Easel 
is ideal for all office 
presentations 


| i Magnetic Panel 


4. CHART PRESENTATION . and Pad Extra. 


@ Has large green chalkboard. @ Detachable Tray. 
@ Adjustable in height from 45” to 70”. @ 2-way adjustable rear leg. 
@ Sturdy lightweight aluminum — weighs only @ Aluminum Panel Easel also available. 


a CHART-PAK, INc. 


@ Sets up in moments (no tools needed) .. . 


ney gurteae. ORIGINATOR OF THE TAPE METHOD OF DRAFTING 
@ Never walks or jiggles when written upon. 
@ Free pointer, eraser and chalk. 373 River Road, Leeds, Mass. 


@ Chart Gripper. @ Pad Clamp. Dealer Inquiries Invited 
For More Information Circle No. 238 
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ROUNDUP of day-to-day em- 
ployee problems and how they 
were handled by management. Each 


incident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Is Progressive Discipline Fair for Absentees? 


What Happened: 

Absenteeism and lateness became so 
big a problem that management de- 
cided to take drastic measures. It set 
up a system of “progressive discipline” 
based on points. For each absence 
and / or lateness, the employee was 
given one point. When he received two 
points in any one-month period, he was 
warned; three points drew a week’s lay- 
off; and four points meant discharge. 

The first two points were imposed 
for any absence. Points three and four 
were excusable if the employee could 
show that there was an acceptable rea- 
son for his neglect to come to work or 
for being late. 

The employees objected, saying that 
management couldn't penalize for gen- 
eral absences. An employee must be 
given a chance to show reasonable 
cause for any absence. 

Management answered that, if ab- 
senteeism threatens the business, they 
had a right to do what is necessary to 
keep from going bankrupt. Manage- 
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ment doesn’t have to put up with ex- 
cessive absences no matter how good 
the employees’ reasons. 


Was Management: 
RIGHT (1 WRONG (1 


WHAT ARBITRATOR SAUL WAL- 


LEN RULED: “Management may lay 
down reasonable rules to govern at- 





tendance just as it may to govern other 
aspects of on-the-job conduct such as 
discipline and safety. But under this 
program, the employee who malingers 
through four absences receives more 
consideration than the one who is 


legitimately ill on two occasions but 
whose two subsequent absences are 
deemed not to be excusable. The fea- 
ture of the program which automatic- 
ally penalizes an employee regardless of 
cause is not reasonable.” 


Is Walking Off the Job the Same as Quitting? 


What Happened: 

Phil Clark and Charlie Lang got into 
the habit of changing jobs to relieve 
the monotony. This was done without 
the knowledge of the supervisor. When 
he found out what was going on, he 
told them to stop the practice. The 
next day, he found that they were back 
at their old tricks, and he blew his top. 
In the ensuing dispute, the supervisor 
told Clark and Lang to “do as you're 
told or stop working for this company.” 

The two men left their jobs, punched 
out, and went home. The next day they 
showed up for work. The supervisor 
told them, “you walked off the job— 
you quit.” 

“We didn’t quit—we thought we were 


fired,” they replied. They filed a griev- 
ance. 

The company claimed that the men, 
by going home, indicated that they had 
quit, and they were not entitled to their 
jobs back; nor were they entitled to 
other benefits such as accrued vacation, 
which they would get if they had been 
fired. 

The men claimed they were so up- 
set by the supervisor’s bawling-out that 
they thought he had fired them. Upon 
thinking it over that night, they decided 
that maybe they were not fired, and 
therefore they went back to work. 


Was the Company: 
RIGHT WRONG ( 
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Perforates up to 30 sheets of 16 Bond paper, cleanly and easily 
Splomuueamin 

Offices with an Punch set 

petri ne anette he Apsco no longer require 

Right hand guide gives Precision Centering on alt sheet sizes up to 14” wide 


Extra large chip receptacie has simple disposal feature 
Beautiful, compact design. Steei base piste is completely mar-proof 


@<«enxnZ Zz 


Apsco Apsco Apsco Apsco Apsco Apsco 


| 


GIANT 2002 B-4004 A-1 Plier Staple Remover Staples 


APSCO PRODUCTS, INC., Dept. 27-3 
Mailing Address P.O. Box 840, Beverly Hills, California 


Send for the NEW free Catalog ; “™« 


AODRESS —__ 


CITY ...... 
For More Information Circle No. 315 
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WHAT ARBITRATOR CLARENCE 
M. UPDEGRAFF RULED: “These 
men were clearly in the wrong in 
changing jobs and could have been dis- 
ciplined. But they did not ‘quit’ in the 


accepted sense of the term. Neither 
were they discharged. Because they 
walked off the job without permission, 
they are subject to discipline. I order 
reinstatement, but without back pay.” 


Is Alimony Jail Reasonable Cause for Absence? 


What Happened: 

Company policy stated that employ- 
ment “may be terminated if an em- 
ployee is absent from work for ten days 
or more without reasonable cause.” 

John X was having domestic troubles. 
He was being charged with non-support 
and was ordered to pay his wife $50 
a week. When he failed to come across 
he was sentenced to 90 days in jail. The 
company dropped him from the payroll 
for being “absent from work for ten 
days or more without reasonable 
cause.” 

When John got out of jail he showed 
up at work but was turned away. He 
grieved: 

“T was not absent without ‘reasonable 
cause.’ I wanted to come to work but 
I couldn’t because I was in jail.” 

The company answered: you could 
have stayed out of jail by paying the 
$50 a week. You chose not to do so 
and went to jail instead. This was your 
own doing. Therefore your absence 
was your own fault. 


Was the Company: 
RIGHT (© WRONG () 
WHAT ARBITRATOR RALPH T. 
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SEWARD RULED: “Employees who 
are sent to jail present a problem. They 
have not turned their back on their 
obligations as employees. Their absence 
is not the result of a decision not to 
come to work. Typically, it is the re- 
sult of some action on their part—un- 
related to their obligations as em- 
ployees—which has led society to step 
in and, by placing them in jail, pre- 
vent them from coming to work. This 
does not mean that they should not be 
considered responsible for their pres- 
ence in jail. John X did not have rea- 
sonab‘e cause for absence. The com- 
pany has the right to discharge him.” 
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Just feed documents into new Recordak Portable and they’re photographed 


Introducing the 


Recordak Pprtoble Microfilmer 


Take the Recordak Portable wherever 
the work is—from office to office 
plant to plant... city to city. Weighs less 
than an office typewriter—yjust 24 lbs. 


Simple for anyone to operate. Just plug 
it in and you're ready to take pictures. 
Many unusual features—for example, 
who would imagine that two rolls of film 
could be exposed simultaneously in so 
trim a microfilmer? 


New Portable opens door for even the 
smallest concerns to enjoy all the short 


S=RECORDPK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
now in its 32nd year 


cuts and protection which microfilming 
alone provides. At the same time, larger 
firms will find the new Recordak Portable 
a valuable adjunct to present micro- 
filmers. Or use several Portables in de- 
centralized microfilming. 

Mail coupon today for free booklet 
giving full details. “‘Recordak’’ is a trademark 
eeeeee MAIL COUPON TODAY*+++-+. 
2 Recordak Corporation 
e 415 Madison Avenue, New York 22, N. Y. 
Send free booklet giving details on new 
Recordak Portable Microfilmer. 


@ 
@ 
ws 


Name 








Company 


Street 





City & State 





For More Information Circle No. 308 
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SAVE up to 45¢ of the $7.83 
Every Business Letter Will Cost You* 
In 1960 with the IN-5 REX RECORDER 


*See American Business, January 1960 
@ Only unit with both dictate and listen controls and quick review in microphone. 
Roll tape tear-off—finest, most modern indexing available. Can locate even one word on disc. 


Magic Eraser makes discs reusable, saves hundreds of dollars yearly. 


Top voice quality—eliminates background noises. 


Saves you money every hour and hours every day. 


om 
* 
@ Re-records over mistakes—perfect letters every time. 
. 
€ 
a 


Fastest, easiest disc loading magnetic unit on the market. 


Mew/- ADM PLANOCOP and PRINTESS Photocopiers 


@ Set once for all types of work. 
@ Copies all originals faithfully—regardiess of color or print type. 


@ Designed for guaranteed results with our Agfa Copyrapid paper. 


Available through dealers everywhere, or write &><D><M> 
Dept. OM 


AMERICAN DICTATING MACHINE CO., INC. 
51 West 45th Street, New York 36, N. Y. 


For More Information Circle No. 416 
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Expense Control 


(Continued from page 107) 


luxury items. 

5. Establish a standard for expense 
accounts. Probably no item gives busi- 
ness more trouble than the expense ac- 
count. The company has to establish 
acceptable standards, high enough to 
cover unanticipated away - from - home 
expenses but low enough to avoid “per- 
sonal profit.” There is no absolute an- 
swer. Some companies allow a per diem 
rate (plus transportation) for which no 
accounting is required (except to Uncle 
Sam’s tax collectors). This saves au- 
diting and some accounting expense, 
but invites some to cheapen their living 
standard for personal gain. The best 
(but not perfect) solution is to estab- 
lish standards for transportation (de- 
luxe vs. first class vs. tourist rate, and 
extra fare vs. regular rates, etc.), and 
to define what items will be approved 
and under what circumstances. For ex- 
ample, will valet service be approved 
and under what conditions? When will 
laundry service be approved (duration 
of the trip)? Should there be a maxi- 
mum on hotel room costs? If some of 


the controversial items are defined and 


standards established (and these should 
be few), each expense account should 


be a relatively unrestricted detail of | 


business expense, and audited com- 
pletely. This puts the burden on the 
traveler, where it should be, knowing 
he personally is being evaluated for his 
good business judgment. Many an em- 
ployee has picked up the check for a 
party and foolishly demonstrated him- 
self to be careless of his company’s 
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Save money and pencil-sharp- 
ening time: switch to 
All-Rite Office Pens! 


Ufite., 


COSMOPOLITAN —f a | 


612” long, pocket /deck mode!: 

Eight ink colors: Blue, red, | 
green, black, turquoise, gold, ( a 
brown, lavender. if ; 


#1460: Utility Pen — ( 

Medium line — 39¢ et 
#F1460: Auditors Pen — 

Extra fine line — 49¢ sal 

















eat 





pi 


AbbRite AUDITORS FINE POINT F1460 


So 


 eMee-Raite OFFICE-RITER EXTRA FINE LINE 522 

















OFFICE-RITER 


614” long desk model: 

Four ink colors: Blue, red, 
green & black. (Barrel color 
denotes ink color). 


#52: Medium Line Pen — 
29¢ ea. 
#522: Extra Fine Line 
Pen — 39¢ ea. 














Order from your stationer 
or write to: 
ALL-RITE PEN, INC. 
HACKENSACK, NEW JERSEY 








For More Information Circle No. 361 
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FAST LOW COST 
ADDRESSING 
Envelopes, Circulars, 
Postcards, Etc. 

Faster than 7 Typists 


Model 99 


ONLY 


$99.50 


plus 
federal exc. 
tax 


. . 
Automatic Drive” 

moves envelopes into printing 
position automatically. 

Prints from paper address slips 
prepared on your typewriter — or 
written with a ball point pen. 

q Low initial cost—simple to install 

— low operating cost. 

Address card has ample area for 
keeping records. Use it for record 
information as well as address in- 
formation, if you wish. 


FULLY WARRANTED 
For more information and dealer 
name write 


MASTER ADDRESSER COMPANY 


500-6 West Lake Street Minneapolis 26, Minn. 





For More Information Circle No. 436 


| crease in sales. 





IF OFFICE KNIFE 


#119 

$1.00 

Get the safety retractable 

blade knife whenever you need a sharp 

eige tor stencils, corrections, erasures. Write today 
tor free illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 


RIDGE ROAD EAST WEBSTER N Y 





For More Information Circle No. 477 
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money. Too many such incidents raise 
a question of his sound judgment. 
Auditing of expense accounts is not 
a reflection of distrust, but the applica- 
tion of company policy. The govern- 
ment’s effort to collect income taxes on 
expense allowances which are not sub- 
ject to accounting further emphasizes 
the desirability of verification and audit. 
6. Measure the break-point in sales 
The expense relationship of 
sales to dollar volume has made many 
companies vulnerable to variations in 
sales. Though most are aware of this, 
few actually measure the dollar volume 
of sales necessary to carry the variable 
and fixed expense load. Profit results 
when the dollar sales volume is suffi- 
cient to cover the variable expense fac- 
tor and leave a residual profit which 
exceeds the fixed expenses. As the vari- 
able expense ratio to dollar sales in- 
creases, less gross income is left to 


volume. 


| cover fixed expenses. An increasing re- 


lationship may be masked by an in- 
When sales drop, the 
balance of gross income may be insuf- 
ficient to cover fixed expenses. If, as 
variable expenses rise, fixed expense 
items also increase, the problem be- 
comes more acute. Take the example 
of a small manufacturing company do- 
ing $100,000 in business a year with a 
net profit before taxes of $30,000. 
Business volume increases 500%. This 
requires a larger plant, more office help 
and some professional retainers—profit 
$80,000 before taxes, an increase of 
167%. Fixed expenses, which had been 
modest, start to climb. With a reduc- 
tion of 20% in volume — no profit. 
Here is how the figures look in com- 


| parison: 
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New Venus 3500 with 
amazing All-Purpose lead 


does what 
no other pencil can! 


One look at the evidence shows you lead is up to 50% stronger than the 
that the Venus 3500 not only out- lead in other branded office pencils.* 

performs other pencils! It even does Its unique qualities mean you now 
many writing jobs better than_ ball need only the Venus 3500 ALL-PUR- 
pens! That’s because this remarkable POSE for most writing jobs. Order 
pencil contains an entirely new lead from your statiomer today. 

created by Venus research. This new * Independent labgratory tests 


Conwe meovacurre 


aR 


STRONG as a hard-lead pencil. Even heavy 
writing pressure can't break point. Result: less 
time lost sharpening, greater economy. 


CARBON COPIES Extra point-strength enables 
you to make as many clear carbon copies as 
any ball point pen without cutting paper. 


BI ACK as a soft-lead pencil. Until now, hard REPRODUCES b>tter in office copying ma- 

leads wite “'light."' 3500 lead writes black, chines than most ball pens with special inks. 

1eads clear: won't smudge, it erases clean. .. Comments, etc. reproduce with remarkable 
clarity. 


NEW COMMERCIAL PACK 


The new Venus 3500 comes V E N U ~ 
packaged 100 pencils to the box. —_, - Ne 


This means easier storing, 


easier stock control, Hew 
increased savings. bot i 
FREE! Ask your stationer for a sample Venus 3500, or write Dept. 


OF, Venus Pen & Pencil Corporation, Lewisburg, Tenn. 
For More Information Circle No. 382 
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saves you 30% of 


filing floor space to begin with... 


A single Pro-File* needs two sq. ft. less 
floor space than a conventional file. A bank 
of 12, for example, saves 26% sq. ft. of 
expensive office floor space over conven- 
tional files of the same capacity. Built into 
walls or partitions, Pro-Files can save near- 
ly all the floor space usually required for 
files. 

It’s the 612” that does it. Because at 612” 
a Pro-File is wide open. All index tabs and 
contents instantly exposed and reachable. 
Everything easily slipped in or out—no long 
reaching, no folder tugging, no other time- 
consuming thumbing around. There’s even 


enough room for more than one girl to 
work at an open Pro-File at the same time. 

Only Pro-File has this money-saving, ef- 
ficiency-creating 642”. Because only Pro- 
File has a Rock-A-Tilt, finger-tip opening 
action. It makes even ceiling-high s‘acking 
safe because, open or closed, the center of 
gravity is always inside the cabinet. 

Get back your floor space with Pro-Files. 
See how their 62” of extra efficiency will 
Save you even more. Let your Y&E repre- 
sentative demonstrate, or write for litera- 
ture that gives full details. 


* Patented 


Ce, YWawman « ERseE MFG. Co., ING. 


1001 JAY ST. * ROCHESTER 3,N.Y. 


A STrFERLIN SG it te te 


1ON CORPORATION 


For More Information Circle No, 274 
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Period A Period B Period C 
Gross Sales $100,000 $500,000 $400,000 
Variable Expenses 60,000— / 400,000—80% 360,000—90 % 


. Net $ 40,000 $100,000 $ 40,000 
Fixed Expenses 10,000 20,000 40,000 


Net profit before 

income taxes $ 30,000 $ 80,000 Break-even 

The increased volume of business use, these lights should be turned out. 
masked the cost of expansion so that Fluorescent lighting not only improves 
management was unaware that both the quality and quantity of light, but 
fixed and variable expenses had gradu- also reduces the current consumption, 
ally grown to the point that a decrease particularly in areas where lights must 
in 20% of the volume wiped out all be on during all working hours. A re- 
profit. duction of 8% to 12% in electric cur- 

7. Turn off lights when not in use. rent consumption can be attained by 
Expense control should include the reasonable economy and _ improved 
“bread and butter” areas. One such lighting. 
small but effective area deals with lights, 8. Review subscriptions, dues and 
particularly in private offices, vaults, donations. Subscriptions to professional 
Storage and file rooms. When not in and trade publications should be or- 


--+ DECREASE OFFICE MACHINE NOISE 50%+ 





WITH Wldheind- ACOUSTORS 
‘Clattering office methine noise ; 
is reduced by ‘'50%"" or 
more the minute you _ install 
Watkins sound conditioning 
“ACOUSTORS". 


The ORIGINAL cabinets for 
noise treatment can increase your 
operating efficiency and accu- 

ile adding beauty and 
semi-private atmos- 


4 MODEL No. TE 3148 
; Please give machines measurements, makes, and models. 


oe 


jth INDUSTRIES ‘oictsoot 3's 
a — : “FIRST IN SOUND CONTROLLED 
Pe ae i OFFICE MACHINE CABINETS" 


For More Information Circle No. 435 
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[BETTER 


PAPERS 





' can benefit by membership. 


dered for those who will directly bene- 
fit by the subscription. To overcome 
the expense of multiple subscriptions 
and increase the coverage and use of 
publications, route them to the persons 
who may derive some benefit, starting 
with those in whose names the subscrip- 
tions are taken, then down through the 
organization. If each publication has a 
definite circulation list, it encourages 
prompt reading instead of accumulation 
and ultimate discarding for “lack of 
time.” 

Dues are usually 
sional 


for trade, profes- 
and _ business and 
should be limited to employees who 
American 


associations, 


| businessmen are “joiners,” and joining 


Two guides that 
point the way to 
better paper buying 


The free booklet tells why papers made | 
with cotton fiber offer you more in pres- | 
tige, permanence, performance. The | 
“Better Papers” emblem tells who makes 
them. Send for the booklet: watch for 
the emblem. 

BETTER 


everything that remotely concerns their 
business can be costly in money and 
time. Management should set the pol- 
icy, determine the degree of participa- 
tion and evaluate the cost vs. benefits. 


| A periodic report of membership activi- 
| ties and participation will keep the em- 


ployee-representatives on their toes. 
Donations by business are, by all 
standards, “big business’ in their own 
right. 
from 


Because of increasing pressure 
customers, friends, executives, 
stockholders and even competitors, each 
of whom has his pet charity, it is dif- 
ficult for any executive to hold policy 
decision in his own hand. To overcome 
personal pressure and remove respon- 


| sibility from one person, the committee 


BETTER PAPERS 
ARE MADE WITH 
COTTON FIBER 


Cotton 
122 East 42nd Street, New Yor 
LOOK FOR “COTTON' 


WATERMARK 


OR 
OR 


“RAG 
LABEL 


For More Information Circle No. 421 
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|is popular and effective. 


Usually the 
committee is given final and full au- 
thority over all company donations, re- 
stricted only by the extent of the budget 
total which is top-management decision. 

(Next month Mr. Wylie will discuss 
the “Effective Use of Incentives.”) 
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to new figurework savings 


w Even as old frontiers vanish, bold pioneering opens new ones. 
In figurework, for example, unprecedented savings of time and money are now avail- 
able through the advanced automatic features of Marchant calculators. @ On the 
Marchant Deci+Magic, touching one key just once sets all decimals automatically — 
for the entire problem and the answer. @ On the new Marchant Transflo, illustrated, 
a unique back transfer key instantly re-enters intermediate answers in multi-step 
calculations. @ And every Marchant calculator gives you complete, step-by-step dial 
proof of all entries, all results. @ New ease, new speed, new savings. Good reasons 


why... modern management counts on Marchant. 
aNNIp, 


@® i MARCHANT 
Fine calculators and adding machines 


“4 O . 
919 .\9° of advanced design 


MARCHANT DiviSiON OF fs/c/ SMITH -CORONA MARCHANT INC. OAKLAND 8, CALIFORNIA 
For More Information Circle No. 237 
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7 
BURROUGHS ELECTRONIC ACCOUNTING MACHINES 
AT UNITED AIR LINES EMPLOYEES CREDIT 
UNION REDUCE TRIAL BALANCING TIME 80% 


The seene: Credit union of the first transcontinental airline to fly the new 
Douglas DC-8 jet Mainliner.© The jeb: payroll-deduction accounting for its 
17,300 members. The equipment: Burroughs F-4000 Electronic Accounting 
Machines with Automatic Reader. The results, in the words of E. J. Langel, 
Credit Union General Manager: “Trial balancing time was reduced 80%. Instead 
of five extra people working three nights, our staff completes the job in 12 regular 
working hours. We also reduced daily posting time 40%. All this with no system 
change.” Burroughs—TM 
Credit union or corporation— Burroughs Sys- 

tems Counselors can provide result-getting Se Burroughs 
Deeiiees rhe lag. nally pte po 38 Cc rporation 
mae oy wl Or write Burroughs Corpora- teal 


tion, Burroughs Division, Detroit 32, Mich. 
“NEW DIMENSIONS {| in electronics and data processing systems” 


For More Information Circle No. 268 
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Liquor Dealers Require 
Fast Service from Distillers 


M. J. DEVANEY, Controller, National Distillers & Chemical Corp., N. Y. 


N THE ALCOHOLIC beverage busi- 
t ness, given the basic factor of a good 
product, service to customers will in- 
evitably spell the difference between 
success and failure. As the result of 
following such a policy, National Dis- 
tillers & Chemical Corp. has become one 
of the most successful producers and 
distributors of liquor in the U.S. today. 

Among the liquor products that we 
produce and distribute are Old Grand 
Dad, Old Taylor, Old Crow, Bellows 
and PM whiskies, and Gilbey’s Gin. The 
company also has a substantial chemical 
division which manufacturers and dis- 
tributes heavy chemicals, commercial 
alcohol and polyethylene. Our firm has 
been expanding ever since the parent 
organization, National Distillers Prod- 
ucts Corp., was founded in 1924. 

With the entrance into the chemical 
field in 1950, and a merger with the 
U.S. Industrial Chemicals Co. in 1951, 
the present company found itself in 
the position of operating some 40 plants, 
offices, warehouses, and ordering and 
shipping points in 27 cities. The liquor 
division, which accounts for approxi- 
mately 60% of total operating profits, 
has production plants in Louisville and 
Frankfort, Ky., Cincinnati and Peoria, 
Ill. Legal complexities and diversity of 
local and State regulations make it 
necessary to accept and process all 
orders through the New York office. 

Previously, orders from all the 27 
cities were sent to New York by mail, 
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taking anywhere from 24 to 72 hours. 
Each order was retyped and sent to one 
of the production plants, where another 
set of forms was typed, including ship- 
ping instructions. A separate form was 
prepared to serve as an invoice. A copy 
of the invoice was sent back to New 
York for the accounts receivable func- 
tion. This process was slow, costly in 
terms of work duplication and subject 
to errors in retyping. 

Speed is particularly important in the 
liquor business because the inventory 
problem is acute. Dealers do not like to 
stock up too heavily. They order when 
they expect the bottles to move; then 
they want fast service. 

Production scheduling in the plants 
was constantly subject to change as the 
result of our former delayed method of 
placing orders. We did not want to build 
up large inventories of bottled liquor 
which would tie up exorbitant amounts 
of capital ($10.50 per gallon) in Federal 
taxes. Also, it was costly and inefficient 
to bring out work crews for “short 
runs.” 

To speed the process of transmission 
and to get smoother production activity, 
we began relying to a large extent upon 
telephone calls with clerks in New York 
receiving and then reading orders to 
plant clerks. This helped speed up ser- 
vice, but was extremely costly. It tied 
up clerks at both ends of the wire and 
errors were always possible. 

Finally, the amount of paperwork 
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became enormous. Management control 
over sales activity was largely a matter 
of period-end surveys, at a time when 
directives could do little good. So we 
decided to install an integrated Reming- 
ton Rand data processing system which, 
by means of more than 7000 miles of 
leased private wires, links our offices, 
plants, warehouses, ordering and ship- 
ping points to each other and to the 
electronic computer handling the figure- 
work. 

Orders are now written directly on the 
Teletype machine from point of origin 
and transmitted simultaneously both to 
our distilleries and to New York. Car- 
bon copies produced in New York go to 
executive, sales, production, credit, traf- 
fic and accounting departments for 
processing. The distilleries plan their 
production schedules almost as soon as 
the orders are received, waiting only for 
approval from New York after accept- 
ance is completed. They can schedule 
so as to keep production running 
smoothly. 

A by-product of the Teletype message 
printed in New York is a perforated 
paper tape. This is run through the tape- 
to-card converter, producing punched 
cards containing all the information 
connected with each order. These cards 
serve as the basis for open order records, 
sales analysis, a statistical picture of 
gross profits up-to-date, and are also 
available for accounts receivable. 

Each day’s order cards are put into 
the Univac 60 computer which makes 
automatic extensions, multiplying the 
unit price per case times the number of 
cases ordered. The detail cards are 
sorted by product and by sales office. 
Run through the tabulator, we get a 
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The author (left) examining a report. The 
Univac 60 is behind him. 


Orders received by wire from field offices 
are reperforated in tape for tape-to-card 
converters. 


received on punched 


Teletyped orders, 
tape, are fed directly to a tape-to-card con- 
verter. 


157 
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Electronic sorters in overation in the automatic data processing center of National 


Distillers & Chemical Corp., New York. 


current picture of sales trends from 
various parts of the country. The com- 
puter also applies unit costs of pro- 
duction and, when we sort in summary 
cards for previous orders during the 
period, we get an up-to-date picture 
of gross profits. 

As shipping notices come in from our 
various distilleries, cards are pulled from 
the file and shipping information 
punched into them. Thus, cards not 
pulled constitute an open order file. If 
a card remains in this file too long, 
follow-up action to expedite shipment 
can be taken. 

The advantages of this system were 
immediately apparent. Orders are trans- 
mitted directly, speeding production by 
as much as four days. All data neces- 
sary in connection with record keeping 
is recorded automatically. Since infor- 
mation from the perforated tape is 


158 


punched into cards automatically by the 
tape-to-card converter, there is little 
possibility of human error. Production 
scheduling is much smoother. Plants 
can plan their production runs in ad- 
vance, resulting in longer runs and labor 
savings. The punched card system makes 
essential current information immedi- 
ately available to the executive, sales, 
production, credit, traffic and account- 
ing departments. Management now has 
the data on which to base necessary 
policy decisions. 

The time is not far off when we will 
handle other accounting and related 
phases through this system. Meanwhile, 
it has served the primary function of 
putting us in a firm position competi- 
tively and we look foward to a future 
that will continue to see solid growth 
and expansion in both the liquor and 
chemical fields. 
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Kineplex data communications systems can transmit more than 50,000 punched cards a 
day over regular telephone or radio circuits between offices anywhere in the world. Other 
Kineplex systems transmit magnetic tape, punched tape and facsimile data. Made by 
Collins Radio Co., Western Div., Burbank, Calif. For More Information Circle No. 132. 


The compact Re- 
comp general pur- 
pose digital) com- 
puter (at extreme 
right) and its elec- 
tric typewriter in- 
put-output, control 
console, and 
punched tape and 
photoelectric read- 
er. The Recomp is 
made by Auto- 
netics Div., North 
American Avia- 
tion, Inc., Downey, 
Calif. For More 
Information Circle 
No. 118. 
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NEW METHODS FOR FILING 
PUNCHED PAPER TAPES 


and Edge-Punched Cards 


@ TAPE and CARD HOLDERS’ | 
@ SYSTEMS @® DESKS ®@ FILES 


All methods men are aware of 
the machine production lost by 
wasted motion in the manual 
handling of all punched data. 

In daily use, Shaw-Walker 
simplified methods and equip- 
ment have proved to be far 
ahead of anything else yet de- 
vised.—Some installations have 
effected savings of up to 50% in 


GHAW:WALKER 


tape handling and filing time. 

There’s a Shaw-Walker plan 
to fill every known requirement 
—even 24-hour point-of-use pro- 
tection against fire. 

For complete picture facts, 
ask your Shaw-Walkerman to 
show you pages 224, 225 of his 
1960 Office Guide—or write for 
picture facts A-253, A-254. 


, Built Like a 
& Skyscraper” 





Largest Exclusive Makers of Office Equipment 
Muskegon 9, Michigan 


Representatives Everywhere — Consult Yellow Pages. 


For More Information Circle No. 





HE COMPUTER Language Trans- 

lator has been designed by Elec- 
tronic Engineering Co. of Calif. in 
Santa Ana, to rapidly translate data 
from different types of automatic data 
processing systems for use in other sys- 
tems. Magnetic tape recorded by one 
computer can be translated directly to 
magnetic tape usable by a different 
make computer, and punched cards or 
paper tape from, or to, magnetic tape. 
Translation can be made from analog 
to digital or vice versa. 

Equipment is available in separate, 
integrated units for single or multiple 
data translation requirements. It is not 
necessary to install any units that are 
not required by a particular user. An 
existing system can be expanded or 
otherwise modified on location to meet 


A Model ZA-100 Computer 
Language Translator system 
installed at System Develop- 
ment Corp., Santa Monica, 
Calif. 
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A Translator for 
Computer Languages 


changing requirements, with minimum 
interference to current operations. 

Computer Language Translator 
equipment is housed in _ glass-doored 
24” x 24” cabinets, 86” high, with doors 
opening 24” front and rear, and a 
blower on top. No special air-condi- 
tioning is required. From three to eight 
cabinets may be required, depending on 
the system’s complexity. Where a 
magnetic tape transport is an integral 
part of the Translator, an additional 
cabinet is provided for each transport. 
The price of a Model ZA-100 Com- 
puter Language Translator ranges from 
$80,000 to $250,000 and extra conver- 
sions or translation modes are said to 
be extremely low in cost. For a manual 
illustrating and describing this equip- 
ment, Circle No. 101. 





Automation for Large New York Bank 


HE CHASE MANHATTAN Bank, 


New York, will install one of the 


most advanced electronic data process- 
ing systems yet to be designed for a 
financial institution under a leasing ar- 
rangement with the Radio Corp. of 
America, it was announced by John 
L. Burns, RCA president. The system 
will ultimately process all customers’ 
checks for the bank’s 104 offices. Aver- 
age daily volume of checks 
handled by the bank amounts to 
million with a dollar volume of over 
$1.25 billion. To sort, route and process 
these checks, maintain ledgers and 
make out statements for approximately 
half a million checking accounts, the 
Chase Manhattan presently employs 
approximately 2000. 


now 
iS 


The new centralized system will have 
two RCA 501 computer systems with 
peripheral and check-processing equip- 
ment manufactured by Burroughs Corp. 
for magnetic ink character recognition. 
The first elements of the computer sys- 
tem will be delivered early next year 
and the system should be completely 
installed by the end of 1963, accord- 
ing to T. A. Smith, executive vice presi- 
dent, RCA Industrial Electronic Prod- 
ucts. 

Although the bank anticipates reduc- 
ing its check handling work force by 
40%, a bank spokesman said that no 
employee would lose his job as a result 
of automation. and 
normal turnover are expected to take 
up the slack. 


Reassignments 





increase office efficiency 
by measuring productive use of 
business oa 


SERIES TRTJ 


: 7 ) TIME RECORDER 
ayes + TOTALIZER 


The TRTJ Recorder automatically charts 
on tape the on-off time of any business 
machine to which it is connected. Distin- 
guishes between productive and idling 
time. Access window permits notation of 
project number directly on tape. Visual 
meter shows total productive time. Easily 
installed from our complete instructions. 


ndard INSTRUMENT CORP. + 657 BROADW” NEW YORK 12, N. ¥.} 


SERIES TTJ 


TIME TOTALIZER 


a) 
ill [> com $26 


TTJ Totalizer automatically adds produc- 
tive time of any business machine to which 
it is connected. Visual meter shows total 
productive time in any period. Pilot light 
indicates when DAS 

business ma- FREE 

chine is being | Catalog Ti—how 
used. Easily | to monitor all 

installed from | types of busi- 

our diagrams. : | ness machines. 





For More Information Circle No. 387 
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LOGic...an all-new approacn 


to Control Panel Wiring 


This GC PanclLOGIC kit has been scientifically developed to You'll find that wiring with PanelLOGIC is quick and easy. 
facilitate your work and lower costs in wiring control panels. Once you put PanelLOGIC in regular use, we know you'll 
It will produce neater panels that are more compact and easier agree with other users that you'd never go back to the old 
to handle and store. Terminals will be securely affixed, yet way of wiring control panels 

readily removable. Circuits will be extremely simple to check 


4 - 


and trace [mn «6 SEND FOR FREE BROCHURE! 


You know from experience how tangled and bulky a control A new full color brochure describing Panel- 


panel can be when wired by old fashioned methods e LOGIC tools and materials and showing in 

, detail how to wire PanelLOGICLY is yours 
for the asking. For your FREE copy, send 
the coupon below today! 


By contrast, PanelLOGIC is neat with taut wires that you 
custom cut to exact lengths. Each card field or machine 
function can be color coded for easy visual tracing. Wired 
panels are more compact permitting each rack in the storage 
abinet to be used, and eliminating accidental wire removal CLARKSON PRESS INC 


, 3, 4 or 5 way color-coded split wires can be made in any 194 Van Rensselaer St., Buffalo 10, New York 


! 
4 


c 
. 
length. Circuitry checks through terminal posts can be made Please rush my free copy of the GC PanelLOGIC 


brochure titled: “Introducing an all-new approach 


without removing wires from panel or panel from machines to Control Panel Wiring” 


NAME THis... 


Manufactured by CLARKSON PRESS INC. 


Company Name 


A SUBSIDIARY OF 
GRAPHIC CONTROLS CORPORATION 
BUFFALO 10, N.Y. 


STREET 


SS ee 


ca niet eee on a a oe 


For More Information Circle No. 280 
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MONROE COUNTY, N.Y 


yet not one of them waits over 24 hours to have documents recorded! 


With a work load of 300 documents per day, Monroe County manages to provide 
24-hour recording service to the public. 

How? This large county uses two Photostat® Continuous Recorders. These fully 
automated photocopiers save up to three hours per day over previous methods, 
according to Deputy County Clerk Kenneth T. Power. 

“They do everything but think,” he says. “All the operator does is position the 
document and push a button. Minutes later, he gets dry, collated photocopies, 
ready for trimming.” 

Monroe County also uses its Photostat Continuous Recorders to copy index 
books—permitting safe storage of the original index. Copying costs were cut from 
$1900 for hand-copying to about $125 today—a $1775 saving! 

For permanence and exacting detail, County Clerk James L. Wiles and Deputy 

Power selected Photostat Photographic Paper after comparison tests with other 
papers. Combined with Photostat Equipment, Photostat Paper assures consistent 
copies at a constant exposure time and transcribes a wide range of colors success- 
fully—so important in copying seals, stamps, and signatures. 
What’s your photocopying problem? We'll be glad to help you work out solutions 
for your own paperwork problems. Our technical representatives are specialists 
in planning the best photocopying methods for all kinds of businesses. Drop us a 
line if you'd like a man to call—or if you'd like informative bulletins. 


% PHOTOSTAT CORPORATION 


™ DEPT. TO17-1 *» ROCHESTER 3, NEW YORK 


A SUBSIDIARY OF Itek coRPORATION 
PHOTOSTAT its THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 233 
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1960 ANNUAL OFFICE 
MANAGEMENT FORUM 




















(Continued from the February issue) 


Efficient Applications 


A few years ago we leased a card punch 
and hired an operator to analyze sales and 
produce reports for warehouse compensa- 
tion. Since this had been done by two 
girls with calculators who also figured 
sales commissions, that operation was in- 


cluded. The punched cards were sent to a | 


service bureau which prepared the reports. 
This was a modest beginning, but the 
camel had his head in the tent. Today we 
have six card punches, summary punch, 
collator, reproducing punch, electronic 
calculator, interpreter, two sorters, 


ployees in the department. It would be 


difficult to justify the situation by compar- 


ing present rentals and salary expense with 
similar expense in the beginning or to find 
any considerable reduction in the number 


of office employees. A comparison of ex- | 


pense to sales volume does not show any 
significant increase at this time which 
cannot be accounted for by other factors. 
The reduction in office personnel does not 
offset the increase in machine rental by a 
considerable margin. No savings have 
accrued in this area. 

Any reduction in expense is in areas 
difficult to measure and must be assumed 
to be the result of information now more 
easily obtained. One case in point has 
been the control of overtime which is 
now presented in a report following each 
payroll period. There have been benefits in 
areas we did not expect and none occa- 
sionally where we did expect them. One 
problem is the opposition of those who see 
only that there are more machines and 
people in the department, and consequently 
more expense. The areas of improvement 
are generally in costs. The equipment will 
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two | 
calculating printers and 11 full-time em- | 





5 WAY 


PRESENTATION EASEL 


Cc 





PEP UP YOUR 
PRESENTATION ... 
. with this 
lightweight 
aluminum portable 
easel. Rigidly 
supported on four 
legs. Arlington’s 
easel combines 
beauty and utility. easel as chalkboard 
@ Paper Pad Presentations @ Blackbeard Chalktalks 
@ Flip Chart Presentations @ Card Chart Speeches 


@ Point-of-Purchase Posters 


ONLY $4250 


Send for free literature 


MAA RLINGTON 


ALUMINUM COMPANY 


19007 W. Davison . Detroit 23, Michigan 


For More Information Circle No. 465 
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TECH 
PANEL 
COMPANY 
INC. 


Control panels and wires for EAM and 
data processing equipment will be 
available April 1960. 


. 
f 


Lightweight — Strong — Dependable 
Made to IBM Specifications 


P, O. Box 3461 Greensboro, N. C. 











For More Information Circle No. 443 


SYSTEMS FOR THE ‘60s 
1960 Southern California Business Show 

At the Ambassador Hofel 

March 29 through April 1 

10 a.m. fo 10 p.m. daily 


Join thousands of businessmen, account- 
ants, .controllers, financial executives 
and administrative personnel at this 
year’s big Southern California Business 
Show. See Automation in Action with 
new machines, improved materials and 
modern methods in a multimillion dollar 
display designed to keep you informed 
of trends in “Systems for the ’60s.” 


Sponsored by 
The Los Angeles Chapter of the 
National Association of Accountants 


For More Information Circle No. 445 
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do anything you can afford to have it do. 
Its efficient adaptation to your particular 
business will decide the cost. You either 
can, or cannot, afford it—M. A. GAULT, 
Credit Manager, Gibson Co., Indianapolis. 


Emphasis Is on Machines 


There is too much emphasis on 
mechanisms in comparison to the thought 
of substance. Because of the increasing 
technical knowledge and ingenuity re- 
quired by system and procedures men in 
respect to the mechanisms, they have not 
the time or inclination to become expert 
and work on the substantive matter of the 
systems. Systems may become hollow 
handbook shells, mere detached recording 
and reporting systems, while the substan- 
tive operations and decisions are carried 
on by a duplicate informal system by the 
immediate clerks and supervision. At this 
stage in the development of automatic data 
processing, I would advocate that business 
management return to a greater emphasis 
in thinking on selection of the goals, poli- 
cies and business operating methods to be 
pursued, treating automatic data process- 
ing as an accepted mass of details that 
will be resolved one way or the other in 
the final analysis—FRANKLIN~ G. 
BISHOP, Franklin G. Bishop Co., Rock- 
ville Centre, N. Y. 


Conversion to Tab Cards 


Conventional punched card equipment 
was installed approximately 12 months ago. 
This is used to prepare about 70,000 bill- 
ings per month and mechanically repro- 
duce cash payments from bill stubs. The 
supervisor of the installation was selected 
from our more experienced personnel, and 
trained to become familiar with the equip- 
ment. His training and setting up pro- 
cedures required approximately one year. 
Punching set-up information required two 
months, and conversion of all accounts re- 
quired six months. Six thousand accounts 
are billed monthly, and 128,000 are billed 
bimonthly. Our studies indicated an ap- 
proximate break-even situation for billing 
alone, and possible cost reductions by using 
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A demonstration will show you the new features that make it 
easy for anyone to run the HEYER Mark Ill Conqueror 


After a few minutes instruction, anyone can 
duplicate clear, sharp copies in 1 to 5 colors 
of anything typed, written or drawn on a 
spirit master. Now, duplicating is as easy as 
dialing the telephone and just as fast! 

At no increase in price you get such wanted 
features as a new feed table that eliminates 
those tricky side rubber adjustments; highly 
visible re-set counter that saves time and 
paper; adjustable feed wheels for wrinkle-free, 
non-skip feeding; and feed tension control 
for dialing correct tension on all types 

of papers—from thin papers to post cards— 
even newsprint. An example of 

effortless operation is the automatic start- 
stop on electric models. The motor clicks 
off automatically when the last sheet 

is printed. And your Heyer Conqueror 

never becomes obsolete. Parts are available 
for Heyer Duplicators made many years 
ago and new advances are designed 


i n : 
for adaptation on present Conquerors niaiineey ainda tenes ab inal 
$214.50°*. The Electric Mark Ill 
Conqueror, shown above, is 


“Always Makes $299.50". 


i) 
a Good Impression”’ Haye **Plus Federal Excise Tax. 


1821-G S. Kostner Ave. | 

Send for your FREE HEYER INC. chicago 23, ti. | 

Personalized () Please send my Personalized Desk Pad and Literature on | 
Conqueror Duplicators. 


Memo Pad—Today ! QO | would like to have a one week FREE trial of a Conqueror 
Spirit Duplicator. 
Name... 














PWel-Tulelaltie-tilelem es Mur Timm Tile), 7 
what the Conqueror can do for 
you! No cost. ..no obligation. 


For More Information Circle No. 306 
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Shown on 
Model E-15R 
Harter Chair 





DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 











Covercraft 
Company, Inc. 
GOSHEN, INDIANA 


For More Information Circle No. 446 





S.9.C.—ALL IS FORGIVEN 


I should have remembered 
at was in my Columbia File. 


Send for catalog and names of 
dealers in your area. Columbia- 
Hallowell Division, SPS, Jenkintown 
88, Pa. or SPS Western, Santa 
Ana, Cal. 





For More Information Circle No. 447 
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the equipment for other purposes. 

Cost reductions have not been fully 
achieved at this time. The difficulties en- 
countered in stabilizing a billing schedule 
of over 3000 bills per day resulted in 
a lapse in collection procedures which we 
are now mechanizing. The result will be 
to have a better collection program than 
heretofore, and one of the plus factors of 
our conversion. Other procedures will be 
placed on the system and, within the 
secend 12 months after installation, we feel 
we will have some cost reduction and 
have an improved system. 

Befere changing to a more automatic 
method of data processing, we were warned 
of the exceptions which could cause diffi- 
culties. This point cannot be stressed 
strongly enough, because exceptions in- 
clude items sometimes not thought of as 
such. Any considerable volume of miscel- 
laneous transactions, not a part of the 
general procedure being converted, must 
be planned just as carefully as the major 
job. This area caused more difficulty than 
anticipated, mainly due to the time re- 
quired to process such items. Reference 
to history of accounts has been made 
more difficult by the change. No difficulty 
has been experienced in maintaining con- 
trols, but we have not used card reference. 
Reference to listings, specially with a bi- 
monthly cycle, has been more time con- 
suming than anticipated. 

Mechanical processing by account num- 
ber has resulted in one problem not antici- 
pated. Account numbers are assigned by 
location, and to transfer a balance to a 
new location is no problem. But if the 
customer pays with an old cash stub with 
the previous account number, there is a 
danger of applying payments to the wrong 
account. This has happened even though 
a suffix number is added to the account 
number to assign the account to an in- 
dividual. Quite often this is not a me- 
chanical problem, but the result of a 
manual error in preparing a cash stub. The 
previous system had practically no down- 
time, and operated on a production line 
basis. Our experience to date indicates 
considerable downtime due to machine 
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LOWER PHOTOCOPY COSTS: 


NO SPECIAL CHEMICALS! 


NO ACCESSORIES TO BUY! 
Photorapid MULTICOPY is a new photocopy paper specially made for offices 
where 3 to 12 perfect, clean copies are needed. Photorapid MULTICOPY 
requires only one negative to make up to 12 copies! No wasted time — no 
wasted negative paper to make the number of copies you need. 


Photoraptdl. MuvticoPy 


@ Lowers photocopy costs! @ Makes the cleanest, clearest black 

e Use the same solution for both and white copies you've ever made. 
single copy photocopy paper and @ Copies anything the eye can see— 
Photorapid Multicopy! No special from any color—in any light! 
equipment needed. 


No waste! Make just the number of FREE TRIAL IN YOUR PLANT 


copies you need from a single nega- 
tive. OR OFFICE 


Call, wire or mail coupon to your nearest Photorapid Division Office. 
e PHOTORAPID MULTICOPY is manufactured for 
Photlorvaptda. PHOTORAPID CORPORATION by 
CORPORATION Gevaert Photo-Producten N.V., Mortsel- Antwerp, Belgium. 
We wouid like a free trial of the new PHOTORAPID MULTICOPY 
EASTERN DIVISION PAPER in our office without obligation 0-8 
Dept. 0-8 We now own a photocopy machine 
236 Fifth ave., New York 1, N.Y. We would also like a free trial of the new PHOTORAPID 
Murray Hill 9-3676 ELECTRA PHOTOCOPY MACHINE 
CENTRAL DIVISION NAME 
Dept. 0-8 
3620 Oakton St., Skokie, illinois — 


JUniper 8-1600 FIRM NAME 


ge DIVISION niin 


142 Oregon St., El Segundo, Calif. 
ORegon 8-9025 + DUnkirk 5-7291 


For More Information Circle No. 305 
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ECONOMICAL ENOUGH FOR DEPARTMENTAL AND SECRETARIAL 


HI-O-N 
OFFICE EQUIPMENT 


Mi H-O-N “MILLION LINE” DESKS and Credenzas 
have colorful, textured vinyl-clad drawer fronts and 
panels. These units possess modular versatility for 
varied purposes and arrangements. H-O-N desks 
add dignity to the executive office, yet at the same 
time the moderate prices make them economically 
desirable for departmental and secretarial office 
uses. See your office equipment dealer today, or 
write to: THE H-O-N CO., MUSCATINE, IOWA. 

For More Information Circle No. 304 
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failure which interrupts the flow of work. 
This could indicate that proposed installa- 
tions may require more equipment than 
anticipated to keep the workload on 
schedule. Low cost random access elec- 
tronic equipment capable of storing an 
extremely large volume of information 
would seem to be desirable for the utility 
industry—L. D. MELLENDORF, As- 
sistant Treasurer, Indianapolis Water Co. 


ADP in Small Businesses 


All my clients fall in the category of 
small business. For them, the bright 
promises of automatic data processing 
equipment is often a mirage. The woods 
are full of small companies which have 
installed automatic data processing equip- 
ment and then thrown it out. Although 
it is probably true that many such installa- 
tions never should have been made in the 
first place, it is also true that many should 
never have been discarded. 

Generally speaking, small businesses do 
not have technically trained office per- 


You Gain with 


sonnel. The concept of a professional 
office manager, who studies the literature 
and keeps abreast of developments in his 
field, is completely lacking. Such com- 
panies consider an automatic machine as 
something to be plugged in and operated. 
They do not know that automatic data 
processing equipment is a revolution in 
the office. Without formal organization 
and written procedures, they are used to 
having small details of paperwork processes 
picked up by anyone who happens to 
notice deviations from routines. They are 
likely to take the position that routine 
handling of paper work is impossible. Un- 
der these conditions, it is impossible for 
automatic equipment to operate. 

Small companies should be warned that 
the introduction of automatic equipment 
means a radical reorganization and re- 
orientation of their office. Systems and 
procedures, sound organization, and strict 
adherence to routine procedures are abso- 
lutely necessary. Where these conditions 
exist, automatic data processing equipment 
is a boon. Where they do not exist, or 


4 
y 3 


SHANNOVUE 


VISIBLE EQUIPMEN® 


YOU GET THESE DESIRABLE COST ADVANTAGES: 


REDUCES OBSOLESCENCE COST. Simple modifications 
keep Shannovue tailored to your system, made pes- 
sible by a wide variety of record-keeping forms. 


REDUCES REPLACEMENT COST. Quality-crafted Shan- 
— erent gives long service, smooth perfor- 


RECOVERS INITIAL COSTS QUICKLY. Shannovue brings 
speed and accuracy, saves costly work hours, in- 


creases worker efficiency. 


ON(o 


OFFICE EQUIPMENT 


oo 


ee 
THE H-O-N CO., MUSCATINE, IOWA 


Sustem) WRITE FOR CATALOG 


AND LOCAL DEALER 


For More Information Circle No. 442 


THE Orrice—March, 1960 





where they have not been made to exist, 
such equipment is a waste of time and 
money, and will ultimately be discarded.— 
GEORGE D. WILKINSON, President, 
George D. Wilkinson Co., Princeton, N. J. 


A Case History 


We contracted for installation of 
punched card accounting in 1955. We 
built a $20,000 addition to our office to 
accommodate our tab room. We added 
to our clerical costs by sending some of 
our personnel to schools operated by the 
equipment manufacturer, keeping these 
people on our payroll. We purchased aux- 
iliary equipment, cards and special tabu- 
lating forms for the new operation. Some 
forms became obsolete during the first 
week of operation because of incomplete 
advance planning and design. It also was 
necessary for us to soundproof our ma- 
chine room at an unenviable cost. 

Once in operation, we were assured that 
it was normal for the machines to capitu- 
late to mechanical failures until all of the 


“bugs were ironed out.” Each of our 
seven branch offices balked at the increas- 
ing regimentation emanating from the 
tabulating machines at the home office. 
Branch schedules, some offices of which 
were 350 miles away, fell to the enslave- 
ment of the flow charts on my desk. Many 
of our managers and employees won- 
dered aloud if the monetary cost and tail- 
spinning office morale was worth the 
promised progress toward a financial para- 
dise. It became a daily chore to reassure 
our personnel in all departments that none 
would lose his employment. Our officers 
became more dubious daily as they were 
asked to appropriate additional money to 
update the installation. 

At the end of the first month of opera- 
tion, our management decided to dis- 
continue punched card accounting at my 
suggestion as tabulating department man- 
ager. I realized that this might be the 
end of my position at our company. How- 
ever, I could not honestly allow our or- 
ganization to sink deeper into the expense 

(Continued on page 293) 








A whole new way TO CLEAN FLOORS! 


NOW * 
fire retardant 
plus a germicide 


with Masslinn’ 


CLEANING CLOTHS and SWEEPING TOOL 


SEND FOR SAMPLES AND DETAILED INFORMATION CHICOPEE MILLS INC. e 47 WORTH ST., N.Y. 13, N.Y. 





For More Information Circle No. 466 
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ANYONE can do 
NOW PROFESSIONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS 





Model 24 
Punching Unit Model 24 
Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! Just Insert cover ond pages 


= 2 or : . + + pull lever . . it’s PLASTICO-BOUND! 


SO EASY, SO SMART, SO QUICK! 
Two simple operations complete a PLASTICO BINDING in 
minutes! Precision machines guarantee professional results. 
And these easy-to-operate machines cost so little they soon 
pay for themselves—save you money from then on in. Cata- 
logs, brochures, manuals, financial reports, price lists and many 
other items are all easily bound for a long life of service. 
A FEW PROFITABLE TERRITORIES OPEN 

for live-wire distributors. 
Punching and Binding Machine sales create continuous repeat-profits on plastic binding 
elements. Write on your business letterhead for full details. 
P.S. We also manufacture power equipment. 

For More Information Circle No. 303 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, I. @ 15 West 24th St., New York 10, N. Y. 


PLASTIC BINDING CORPORATION 
Dept. O 732 Sherman St., Chicago, 5 Illinois 


Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units for office use. 





Firm 





Address 





| Name Title 


F 
BOOKLET 








DIEHL RECHENMASCHINENFABRIK 
NORNBERG, STEPHANSTRASSE 49 


For More Information Circle No. 467 








FREE PLANNING KIT 


Spacefinder File templates, 
scaled grid, and instructions, 
all in attractive folder, make 
filing system planning easy. 


al SPACEFINDER 
FILING SYSTEM 


a. has proven — in thousands of 
offices — that it can SAVE YOU 
50% or more in filing time, space 
and money. 


Welded cabinet, designed specifi- 
cally for maximum filing efficiency, 
is complete, ready to use — and 
can be moved with contents intact. 


Write to Tab Products Co., 995 
Market Street, San Francisco 3, 
California for your FREE SPACE- 
FINDER FILING SYSTEM PLAN- 
NING KIT and Catalog 9. 


Unexcelled visibility Tm }=4 
and accessibility are the secrets of 


Spacefinder filing speed and economy. ea ee ae 


For More Information Circle No. 279 
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FACSIMILE MACHINE, LAMINATOR 


Ditto, Inc., 6832 McCormick Road, 
Chicago 45, Ill., announces the Ditto 
Masterfax machine which will make spirit 
masters, offset masters, facsimile copies; 
and it also laminates. Material to be dupli- 
cated is typed, written or drawn on a clean 


white Masterfax sheet which is inserted 
into the machine along with Masterfax 
carbon to make a spirit duplicating master. 
In making offset masters, a paper mat is 
included with the original and carbon and 
the assembly is placed in the machine. 
Operator then makes a simple dial adjust- 
ment and closes the top. Fifteen seconds 
later the master is ready for use to repro- 
duce hundreds of copies on any offset 
duplicator. Spirit masters also can be made 
from original copy not prepared on 
Masterfax paper, such as newspaper clip- 
pings, correspondence, reports and other 
material. The machine’s third function, 
facsimile copying, produces black copy on 
plain white paper. The process is com- 
pletely dry with no chemicals or toxic 
mixture. It makes facsimile copies on any 
weight or grade of paper including card 
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stock, gummed labels and even cloth. 
Masterfax facsimile copying is said to be 
most economical. The same Masterfax 
machine also laminates important office 
papers, documents and literature with a 
tough, protective plastic coating, without 
making complicated adjustments’ or 
changeovers. Masterfax laminate and the 
item to be laminated are placed in the 
machine and in less than a minute it is 
done, protected against heat, age, moisture 
and chemicals. Lamination also enhances 
the appearance of any form. For More In- 
formation Circle No. 124. 


TELETYPE NOISE CONTROL 


Gates Acoustinet, Inc., 703W Spaulding- 
Yates Bldg., Tonawanda, N. Y., announces 
Acoustinet cabinets to control the noise of 
Teletypes and teletypewriters. The attrac- 
tive molded fiberglass with polyurethane 


foam interior is said to reduce noise by 
over 50% and provide fine interior light- 
ing. Units are made to exactly fit the 
Teletypes and are attractive in appearance. 
Priced so as to pay for themselves in less 
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than a year based on improved efficiency. 
These Acoustinets are easily portable since 
they weigh only 28 Ibs. A wide choice of 
colors with contrasting interiors make the 
cabinets an appealing addition to a Tele- 
type office. Customer’s satisfaction is posi- 
tively guaranteed by the manufacturer. 
For More Information Circle No. 229. 


AUTOMATIC LABELER 


Eureka Specialty Printing Co., 530 Elec- 
tric St., Scranton 9, Pa., presents the 
Diamond Mail Aid System which automat- 
ically applies gummed labels to enve- 
lopes, cards and other flat mail. It uses a 
Mail Aid Applicator, a compact table-top 
macnine, and Eureka’s sheet or roll labels 
that have special diamond-shaped perfor- 
ations to permit pick-up by the machine. 


This system has been tested thoroughly, 
according to Eureka, and has proved ef- 
fective in handling all types of mailing 
pieces from postcard thickness up to 4%”, 
even with bulky or uneven enclosures. The 
applicator has a capacity of up to 13,000 
pieces per hour, depending on size. It is 
available to mailers on a monthly rental 
basis. Diamond Mail Aid labels, in sheets 
of 33 or rolls of 10,000, are of the same 
quality and size as standard Mail Aid 
labels, differing only in the diamond per- 
foration. Diamond labels are offered in 
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carbon-interleaved Dupli-Snap sets of two 
to six parts, as well as in single sheets and 
rolls. For More Information Circle No. 
219. 


COMPUTER CARD COUPLER 


Bendix Computer Div., Bendix Aviation 
Corp., 5630 Arbor Vitae St., Los Angeles 
45, Calif., announces the CA-2 coupler for 
the Bendix G-15 general purpose digital 
computer. It enables the computer to oper- 
ate with conventional punched cards and 
tabulating equipment. Eighty columns of 
numeric, alphabetic, or special character 

—T , 


data can be accommodated using the CA-2 


as a connecting link between the card 
equipment and the G-15. Three input-out- 
put units may be connected simultaneously 
and data may be read or punched by 
standard card units, or printed by stand- 
ard tabulators. All input and output is 
controlled by the computer. A G-15 com- 
puter with a CA-2 punched card adapter 
permits operation with card reader-punches 
and accounting machines. Input is 100 
cards per minute; output, 100 cards or 
printed lines per minute. The G-15 is 
equipped with a paper tape punch and a 
searchable, magazine-loaded paper tape 
reader. For detailed technical information 
on the G-15 and CA-2 coupler, Circle No. 
163. 


OFFSET DUPLICATOR 


American Type Founders Co., 200 EI- 
mora Ave., Elizabeth, N. J., announces the 
improved ATF Chief 24 offset press (ef- 
fective with Serial No. 2000) which oper- 
ates at speeds up to 6500 impressions per 
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hour. The press has been re-engineered to 
provide stronger, quieter, troublefree oper- 
ation. Maximum sheet size is 18” x 2442” 
The variable speed drive has been im- 
proved with new springs and stronger belts. 
Ball and roller bearings have been intro- 
duced in all ink and dampening form 
rollers, dampening oscillating roller, and 
small inking roller. Sintered lubricating 
materials have been introduced in all roll- 
ers in the inking unit, oscillating dampen- 
ing roller, and thrust bearing on large ink- 
ing drum. Other mechanical modifications 
for increasing press speed and smoothly 
running performance include the use of 
stronger, hardened materials in the tumbler 
pins, gripper bars, ink fountain clutch, 
feeder valves, head stops and other parts of 
the press. For More Information Circle 
No. 226. 


CONTROL PANEL CABINET 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., makes a Control Panel 
Cabinet that accommodates 16 flexibly 
wired or 20 permanently wired double 


control panels. Although this cabinet is 
designed for double panels, like other Tab 
Products items it is adaptable to several 
sizes and for general tab room storage. 
The company says that their Control Panel 
Cabinets provide maximum capacity in 
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minimum space with functional, flexible 
design, durability and neatness of styling. 
The cabinet is precisely engineered, 
sturdily constructed of heavy gauge steel, 
and attractively finished in scratch-proof 
baked enamel. For full information on 
the Control Panel Cabinet and 100-page 
Catalog 10, Circle No. 152. 


PLATE, NEGATIVE FILES 


Nuare Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., announces a line of metal 
File-O-Matic cabinets for storing all flat 
items such as negatives, art, plates, stencils, 
etc. Each item, or group of items, is in- 
serted in a heavy kraft envelope which 
slips onto a clip suspended from a crossbar 
in the cabinet. The hanging method keeps 
all material flat and prevents warping. A 


printed form on the face of the envelope 
has space for detailed information nor- 
mally found on a job ticket (size, ink, pa- 
per, colors, press time, etc.) A duplicate of 
this form can be furnished on bond paper 


for use in estimating, billing or for a 
quick reference copy. Cabinets in silver 
hammerloid baked enamel finish have tight 
fitting doors to keep out dust and dirt. 
Made in six sizes: to hold 100 or 200 20%” 
x 23144”, 11” x 164%” and 914” x 20” en- 
velopes. For Bulletin N700-0, Circle No. 
228. 
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COIN COUNTER-SORTER 


Standard Change-Makers, Inc., 422 East 
New York St., Indianapolis 2, Ind., an- 
nounces its lowest priced, fully-automatic 
combination coin counter and sorter. Be- 
cause it is fully portable (only 27 Ibs.), it 
is particularly suitable for offices, churches, 
schools, branch banks, amusement centers, 
vending operators and small retailers. It 
works automatically simply by setting the 
counter, flipping the switch and pouring 


in the coins. It counts and sorts 15,000 
coins per hour, handling pennies, nickels, 
dimes and quarters. Half-dollars remain in 
the hopper. Separate sorting and counting 
operations provide automatic check of to- 
tal. Besides motor, unit has only two mov- 
ing parts, both of durable metal. Overall 
size is 18” wide, 13” high, 9” deep. Unit 
has hammerloid brown finish and sturdy 
carrying case with leather counterbalanced 
handle. Operates on 110-volt AC, 60 
cycles. With an inverter it may be used in 
an auto. For More Information Circle No. 
170. ; 


ELECTRIC TYPEWRITER 


Addo-x, Inc., 300 Park Ave., New York 
22, N. Y., announces the Adler Electric 
Typewriter with key stroke control. Ali 
keys are adjustable with one knob, raising 
them to a height which permits operator to 
achieve a touch practically equal to that of 
a manual machine. Then, as days and 
weeks pass and she becomes more pro- 
ficient, she can gradually reduce the key- 
stroke until she reaches the final stage 
when the keys are set at the shortest stroke 
and maximum speed is obtained. This 
feature is especially important in reducing 
errors for operators not familiar with elec- 
tric typewriters and permits them to get 
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accustomed to the electric touch gradually. 
Other features include: 13” carriage; auto- 
matic adjustable paper injector and ejec- 
tor; automatic shut-off switch; many auto- 
matic repeat keys including underscore, 
double underscore, period, backspacer, 


letter “X”, etc.; impression strength con- 
trol; touch control; word expander; silent 
non-vibrating motor; 46 non-glare finger- 
formed keys with six extra characters; 
touch action tabulator bar. At present de- 
liveries are being made in pica, elite, and 
esquire type styles. For More Information 
Circle No. 161. 


STENCIL DUPLICATORS 


Gestetner Corp., 216 Lake Ave., Yonk- 
ers, N. Y., announces the 300 series 
Gestetner Stencil Duplicators which use 


printer’s style paste inks automatically fed 
by suction to oscillating ink rollers. Quick- 
ly identifiable colored control knobs on the 
outside of the machine control all func- 
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tions. Inking preference is selected by a 
dial for runs of any length. More than 500 
sheets can be loaded on the feed tray at 
one time for uninterrupted operation. The 
self-balancing feed mechanism is sensitive 
enough to select only one sheet at a time 
whether stock used is thin, lightweight or 
cardboard. Image on the paper can be 
shifted by simple outside controls. Ma- 
chine’s built-in jogger automatically deliv- 
ers a smooth stack of printed sheets. 
Gestetner duplicators were designed by 
Raymond Loewy. For More Information 
Circle No. 113. 


TAB CARD PRINTER-PUNCH 


Dashew Business Machines, Inc., Data‘ 


Processing Div., 5886 Smiley Drive, Cul- 
ver city, Calif., introduces a low cost 
system of creating machine language 


source data at point of use. Using embossed 
plastic or metal plates to punch pre-scored 
tabulating cards, the Dashew Printapunch 


provides faster source documents. Tab 
cards are punched and clearly legible im- 
printed data is created simultaneously. The 
Printapunch not only eliminates writing 
and separate punching of source docu- 
ments, but eliminates errors being intro- 
duced into data processing systems from 
transposition of manually punched data. 
This is said to be the first perfected appli- 
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cation of card punching directly from em- 
bossed cards. The machine will operate at 
a speed approximately the same as credit 
card imprinters currently in use. Simplicity, 
flexibility and low equipment cost are ex- 
pected to make this machine popular for 
a wide variety of data processing applica- 
tions including inventory control, payroll 
accounting, credit card sales, tool control 
and hospital patient record keeping. Plastic 
or metal plates, containing embossed data 
in one field and punched data in another, 
are responsible for the high speed oper- 
ation of the Printapunch. The embossed 
cards are identical in size and weight with 
current plastic credit cards but have series 
of round holes in an otherwise unused 
area. In the machine, these holes act as 
punching templates. Unit weighs about 
20 Ibs.; is 11” high, 11” wide and 6%” 
deep. Prices range from $150 per unit in- 
dividually to $75 per unit in 1000 lots. 
For More Information Circle No. 174. 


OFFSET PAPER 
Olin Mathieson Packaging Div., Ecusta 
Paper Prods., Pisgah Forest, N. C., has 
developed a shipping carton and carrier 
for paper, designed for ease of handling. 
Used for shipping and storage of Ecusta 
Waylite lightweight paper for offset dupli- 





cating, the carton-carrier reduces unpack- 
ing time and effort, and facilitates storage. 
Carton is opened quickly by a zip-tape. 
It holds two carriers, each with handles, 
open at both sides. Each carrier contains 
gold-foil-wrapped packages of the paper, 
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1000 sheets to the package, five packages 
to the carrier. Gold foil packages allow 
accurate, at-a-glance inventory estimates. 
The package makes it easy for women, 
as well as for men, to unpack and store the 
lightweight paper. Both carton and carrier 
are made of Skid-Master non-skid cor- 
rugated board to reduce slippage in transit, 


handling and warehouse operations. To 
establish quick identification of Waylite 
paper by the printer, a special design in 
blue, yellow and oyster white was created 
for the outer carton. Waylite was de- 
veloped to offset increased postal rates and 
simplify storage problems. For More In- 
formation Circle No. 187. 


DUAL COPYING PAPER 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces Town-Fax two- 
way paper which provides users of 
Thermo-Fax copying machines with inex- 
pensive copies of written, typed, printed 
or drawn one-sided originals. Town-Fax 
paper also can be used to make typed, 
handwritten or printed copies without the 
use of carbon paper. When used as sec- 
ond sheets for correspondence, more than 
ten copies can be made without inserting 
carbons. Town-Fax comes in blue, red, 
green and brown; 84%” x 11”, 84%” x 14”, 
3” x 5” for mailing lists, etc., and in rolls. 
It can be use for printed forms sets. Two 
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boxes (1000 sheets) in 812” x 11” size re- 
tail at $28.80. For More Information 
Circle No. 201. 


TAPE PRINTER-PUNCH 


Burroughs Corp., Detroit 32, Mich., 
makes the Series P1100 tape punch for 
jobs requiring reporting of transactions 
and sales to a central location. The ma- 
chine, will provide a low-cost unit for 
work not requiring the complexity of 
present punched tape equipment. It is 
especially aimed at reporting transactions 
from branch offices, field locations and 
other remote centers to a centralized data 


processing system. The P1100 is an electro- 
mechanical device with up to 13 columns 
of keys, printing and adding, plus rotary 
date and rotary numbers where needed. For 
enforced accuracy, keys and motor bars 
must be used in proper sequence to operate 
the machine. It is directly geared so that 
adding, printing and punching are done at 
the same time. Unit is fast and simple to 
operate. Up to 22 characters are punched 
sequencially and simultaneously with the 
printing. In a typical application, a sales- 
clerk adds sales slip and tax by entering 
data on machine’s keyboard. Also entered 
is clerk’s code, store department number, 
customer’s account number, stock number 
and amount of each item. A touch of the. 
motor bar prints data on sales slip and 
simultaneously punches paper tape for 
future use. Tapes from each machine in a 
store are combined at the end of the day’s 


183 





business to be fed directly into a com- 
puter or converted to punched cards re- 
vealing the daily sales report and sales 
summary, commission and control ledger, 
customer statements and aging analysis. 
For More Information Circle No. 191. 


CONTROL PANELS & WIRES 


Tech Panel Co., Box 3461, Greensboro, 
N. C., presents Tech panels and wires 
made to IBM specifications and uncondi- 
tionally guaranteed. All panels and wires 
are shipped within 24 hours of receipt of 


order. All wires are color-coded for rapid 
length identification and available either in 
standard complements or by uniform 
lengths in bundles of 25. For literature de- 
tailing panels and wires available, Circle 
No. 147. 


COFFEE CUP STERILIZER 


Infra Corp., 66 S. Main St., Clarkston, 
Mich., presents the Clean Ray coffee cup 
sterilizer with ultraviolet germicidal lamp, 


allowing dry sterilization of coffee cups 
where boiling water or other sterilizing 
methods are not convenient. Cups stored 
inside this cabinet for three minutes are 
said to safeguard the user from com- 
municable disease, such as trench mouth, 
tuberculosis, common cold, etc. The unit 
eliminates the expense of paper cups and 
is available in two sizes for eight and 12 
cups. Model GC-8-15 retails for $34.95 
complete with eight ceramic mugs designed 
to keep coffee hot 60% longer. For More 
Information Circle No. 165. 


SECURITY CAMERA 


Regiscope Corp. of America, 799 Broad- 
way, New York 3, N. Y., announces the 
Electra electronically operated dual lens 
camera that simultaneously photographs a 
person and a document on a single frame 
of film. Activated by remote control, this 


’ 


is used in stores, banks and offices for 
recording of check cashing and refund 
transactions. A slight touch on the control 
button or foot treadle automatically ad- 
vances film and records a picture on 16mm 
film at 2000 transactions per 100 ft. roll. 
Used portion may be developed at any 
time without affecting unused balance. 
Automatic signal warns when end of film 
is approaching. Frames can be auto- 
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matically exposed at one per second when 


control is continually activated and clear 


pictures are recorded with available light. 
This can provide identification of shop- 
lifters, holdup men or persons entering a 
restricted area. The Electra 
$17.50 per month or sells for $495. Film, 


including processing, storage and printing 


when needed, is $15 per roll with quantity 
discounts available. For More Information 
Circle No. 222. 


FIREPROOF WASTEBASKET 


Rock Royal Corp., 120 S. LaSalle St., 
Chicago 3, Ill., announces Flame-Tamer 
automatic fire-extinguishing waste recep- 
ticles that use the smoke from a fire as the 
extinguishing agent. When a fire starts in 
the receptacle, smoke is diverted across 


Ce 


‘ie 

the opening and back toward the fire, pre- 
venting oxygen from reaching the flame. 
The receptacle is open for use at all times, 
even when extinguishing a fire; and oper- 
ates without chemicals or moving parts. 
No maintenance is required. Designed in 
four attractive models: office wastebasket, 
30-gal. industrial unit, 15-gal. commercial 
unit and hospital bedside unit. For More 
Information Circle No. 176. 


KEY PUNCH TRAINER 


Rheem Califone Corp., 1020 N. La 
Brea Ave., Hollywood 38, Calif., in co- 
operation with Solartron Electronic Group, 


THe Orrice—March, 1960 


leases for 


Ltd., Thames Ditton, England, have de- 
veloped an electronic machine to teach 
operation of IBM key punches. This 
psychomotor skill trainer includes a pro- 
gram display unit from which student re- 
ceives instruction; a standard IBM key 


punch keyboard on which the student 
follows instruction by pushing the proper 
buttons; and a self-organizing computer 
control unit that records student’s, correct 
and incorrect punches. For More-Informa- 
tion Circle No. 110. 


Hoosier Desk Co., 310 Mill St., Jasper, 
Ind., introduces the FF572 desk, typical of 
its Flexeze series. This completely modu- 
lar grouping comprises a selection of units 
providing over 500 combinations to fit any 
size space. The FF572 is made up of a 


~ 


pedestal, a free form shaped top and a 
pedestal end. Drawers operate on full exten- 
sion slides for complete access to drawer 
back without pulling out drawer. Desk is 
of standard walnut. For literature describ- 
ing the Flexeze series, Circle No. 123. 
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INVOICE IMPRINTER 

National Data Processing Corp., Ross at 
Prairie Ave., Dallas 21, Texas, has de- 
veloped a low cost Imprinter to be used 
with credit plans which employ embossed 
or debossed credit cards. The NDP Read- 
atron Credit Card Recorder sells for $21 
each in quantities of 1000 units. Invoices 





are legibly imprinted for automatic reading 
and invoices are prevented from wrinkling. 
The M-103 Recorder is extremely simple 
and rugged, and operates in either direc- 
tion. Optional features include dealer or 
department plate, date printing device, 
amount printing and an inking device. 
Models are available for use with any size 
punched card or plain paper invoice sets 
and any size credit card. For More In- 
formation Circle No. 181. 


COPYING MACHINE BASE 


Endicott Machine & Tool Co., Box 420, 
Endicott, N. Y., offers the Marconi Copy 
Machine Base, designed to fit under 
Thermo-Fax copying machines for storage 
of all supplies. Advantages include: ef- 


ficient space utilization; neat and orderly 
work area; time and step saver. Rigidly 
constructed of 19-gauge steel, unit has a 
durable enamel finish, non-skid molded 
rubber feet and recessed top to hold 
machine’s feet securely. Standard neutral 
color blends with any office decor. Priced 
at $12.95 for Model TF-100 (Secretary); 
$11.95 for Model TF-300 (Courier). For 
More Information Circle No. 148. 


POSTING TRAY-BINDER 


Nardon Mfg. Co., 2125 W. Mission 
Rd., Alhambra, Calif., offers Narco-Matic 
Portable Posting Unit in 6” capacity as 
a standard size. Other standard units are 
available in 2” and 4” capacities in sheet 
sizes from 6” x10” to 17” x 12”. Special 


sizes can be made to order. The Narco- 
Matic combines the convenience of a post- 
ing tray with the compactness of a binder. 


Open, it provides easy access to sheets. 
Closed, it can be filed or stored like a 
binder. Lightweight aluminum construc- 
tion makes it easy to handle and operate. 
Sturdily built with polished stainless steel 
wearing parts for lifetime use. Externally 
housed mechanism eliminates catching or 
chafing of sheets. Identification tab on nar- 
row side is visible even when the tray is 
filed. Finish is metallic gray. Legs slide 
into position when unit is opened, retract 
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when closed. Rubberized tread extending 
the full width of the bottom plate prevents 
sheets slipping out of position when unit 


is open. Slide catch provides positive lock-: 


ing with one hand operation. For catalog 
sheet No. PPT 60-1, Circle No. 185. 


STACKING CHAIRS 


Harter Corp., Sturgis, Mich., makes 
chairs which can be stacked eight high to 
conserve space when not in use. Smooth, 
flush seat pans protect the next seat pad 
and upholstery in stacking. Nylon bumpers 
on rear legs prevent metal-to-metal contact, 
protecting metal finish when chairs are 
stacked. Seats have 1-5/16” molded foam 
rubber plus an inner cushion of resilient 
organic fiber to provide more than 2” of 


cushion. Legs of sturdy, tapered steel tub- 
ing give strength and styling. Colorful up- 
holstery in a wide range of colors and 
fabrics combine with four metal colors to 
complement any decor. Large, 1-3/16” 
hardened steel glides of full-swivel ferrule 
design with special interlock make chairs 
floor-flat regardless of chair tilt. The 
glides are chromeplated to improve ap- 
pearance and save marking of floors. Two 
models: 670 with rear pan of back enamel- 
finished to match legs and frame, and 671 
with back upholstered front and rear. For 
More Information Circle No. 184. 
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VERTICAL CAMERA 


M. P. Goodkin Co., Dept. P, 112 Ar- 
lington St., Newark 2, N. J., announces 
a special adapter head that facilitates use 
of its Vertical 18 as a copy camera for 
the Kodak Ektalith method of making pa- 
per offset masters. The camera, which has 
recently undergone design and engineer- 


ing improvements, has a special Goerz lens, 
300% enlargement and reduction, balanced 
lighting and daylight or darkroom ex- 
posures up to 18” x 24”. Both the Vertical 
18 and the Vertical 24 are adaptable for 
other matrix-transfer processes such as for 
making Gevacopy Rapid offset plates. For 
More Information Circle No. 137. 


PREPRINTED PLAN SYMBOLS 


Keuffel & Esser Co., 3rd and Adams 
Sts., Hoboken, N. J., announces that all 
types of title blocks, standard parts, wiring 
diagrams and other printed matter used 
repeatedly on drawings, maps, etc., can be 
quantity printed in advance on Dulseal 
transparent adhesive film. Its delayed set- 
ting action facilitates accurate positioning 
and allows material to be relocated several 
hours after original application is neces- 
sary. Left untouched for about 24 hours 
the film’s adhesive sets, forming a perma- 
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give you all the facts! 


@ Filmsort aperture cards make it so simple to supply needed 
engineering information to any department, branch, or plant. 
When your microfilmed engineering drawings are on these versa- 
tile cards, facts that speed production are at your finger tips 
in just 90 seconds. 

This aperture card system, long used by the Armed Forces, 
is flexible and adaptable to any engineering drawing reference 
system—it fits any budget in any size operation. Multiple point- 
of-use files are easy to create and maintain. You can take a look 
at Filmsort aperture cards on a reader—or take more than a 
look, take a copy in seconds with a reader-printer. You eliminate 
waiting time for prints, end out-of-file problems, and recover up 
to 96°, of drawing file space. You reduce overhead and im- 
prove communications. 

For information about how others use Filmsort aperture 
cards to speed industrial paperwork and communications, mail 
the coupon now. 


" Th = THE FILMSORT COMPANY 
Filrmsort Minnesota Mining and Manufacturing Co. 
Dept. JBA-30, St. Paul 6, Minnesota 
Cc Please rush me a free booklet about how 
ompany others use Filmsort aperture cards to speed 
industrial paperwork and communications. 


Pa NAME 
Miienesora . TITLE 
Misine ano pd : 
Mianuracrurine company Conerrary 
WHERE RESEARCH IS THE KEY TO TOMORROW ADDRESS 


a division of 


TERM FILM RT A RE TERED 


TRADEMARK M COMPANY ZONE. STATE... 


For More Information Circle No. 241 
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nent bond with the paper or cloth. Made 
of .0015” acetate, Dulseal provides a dur- 
able protective coating for documents that 
receive frequent handling. Also can be 
used to mend torn drawings, and is avail- 
able in 34” rolls for this purpose. Wash- 
able, waterproof and chemically stable, it 
is recommended for covering outdoor no- 
tices and field documents. Matte outer 
surface of film allows use of pen, pencil 
or typewriter, and takes repeated erasures 
with no reduction in clarity. Dulseal is 
available in 20-yd. rolls of various widths 
and in sheets, to order, up to 18” x 24”. 
Sheets come plain or preprinted to in- 
dividual requirements. For More Informa- 
tion Circle No. 105. 


OFFSET ACCESSORIES 


Rolcor Products, Inc., 133 Prince St., 
New York 12, N. Y., distributes Vitene 
Ink and Spray Film Remover and Glaze 
Preventative for all offset blankets and 
rubber rollers. Also, Blanket Fix, a solu- 
tion to repair low spots in offset blankets 
without removing the blanket from the 


cylinder. For information on these prod- 
ucts and local Rolcor dealer’s name, Circle 
No. 144. 


GLUES 


Haas Bros., 19 N. Harrison St., East 
Orange, N. J., offers Lyma Glues, three 
clear, waterproof, flexible, plastic ad- 


hesives with high bonding strength for dif- 
ferent applications. Packaged in 1% oz. 
refillable, plastic squeeze bottles for maxi- 
mum display effect and dispensability. 
Economical 712, 15 and 30 fluid oz. con- 





NEW 


and improved 


TIME and DATE STAMP 


HELLER ROBERTS 


Manufacturing Corporation 


This new Roberts Model HRTD 
combination time and date stamp 
with clock face is engineered with 
three simple balanced units—print- 
ing head ribbon mechanism and 
electric drive. It utilizes a new ham- 
mer method of printing with auto- 
matic self-aligning platens for crisp, 
clear impressions. Instantaneous 
paper-trip operation. Solid construc- 
tion and fine engineering of details 
such as deeply engraved solid brass 
wheels and positive ratchets. Offers 
great flexibility of printing space 
through use of slides, word rolls and 
fixed dies. Choice of three colors. 
One of a new and improved line of 
time stamps, daters and numberers 
bearing the name Roberts, famous 
for numbering devices since 1889. 
Write Roberts Numbering Machine 
Division, Heller Roberts Mfg. Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 





For More Information Circle No. 453 
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WHAT? 
... the letter 
I’m dictating Yes, it's an established fact that each 


letter leaving your office costs over 
will cost two dollars. HURON COPYSETTE re- 


duces this cost by saving up to one- 


over two half hour per day for each typist 
dollars? Me eas employed... and the material actu- 


ally costs less than carbons and 
second sheets purchased separately. 
Over-lapping inventories are elimi- 
nated, as HURON COPYSETTE com- 
bines in one ready-to-type unit a 
fresh sheet of one-time carbon and 
a high quality second sheet. Copies 
are sharp, crisp and smudge free. 


Try HURON COPYSETTE in your office 
at no obligation. Write for samples 
and brochure .. . 

today. 


ufen *PATENTED 


pare 
MANIFOLD CARBON PAPER SETS 


PORT HURON SULPHITE & PAPER CO. 


PORT HURON, MICHIGAN 
Ba, 
INSIST ON THE FINEST... ASK FOR HURON COPYSETTE BY NAME 


For More Information Circle No. 273 
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LOL tainers are also available for refilling the 
plastic dispensers and for industrial use. 


CONVENIENCE Plus... Type A Glue, polyvinyl acetate, in blue 


dispenser, fits most general office and other 
with these top-quality applications. It will permanently bond 
Weldon RoSenls Groner most materials, wet or dry, with a joint 
“| which is almost always stronger than the 
| material itself. C Glue, a solution of py- 
TOP FLIGHT TEXTURES ... | roxylin, in red dispenser, is insulating, heat- 
erase pencil, ink, ball point, typewriting, | resistant, 100% waterproof and dries extra 
business machine writing. hard for use on pottery, porcelain, china, 
TIME-SAVING "POINTING"... | metal, glass and wood. Polystyrene Ce- 
right at office workers’ desks | ment, in green dispenser, is for use with 
napa RAP at Pull the string and you | thermosetting plastics (acrilics) and for 
puu sama tereeey\ ““ngint” these erasers! | permanently bonding foam rubber to other 
‘ © |The handy, pencil-size eraser | materials. All three are clear, easy flow- 
sticks are cased in spiral- | ing, quick drying and extra strong—can 
wound paper. Pull the | be applied to porous or nonporous sur- 
wrapped-in string. Paper | faces for equally high-strength joints. For 
spiral unwinds. Eraser is fore Information Circle No. 162. 
“pointed”! 
“4NO. 448 GREEN GLOW (Soft 
green rubber). Erases pencil. CONTROL BOARD 
Also removes surface carbon 
from carbon ribbon impressions. Garrison Machine Works, Inc., 519 
and... Bannock St., Dayton 4, Ohio, makes the 
_ NO. 378 GRAYPOINT > Memo Flex, visual control or schedule 
(Business-like gray rubber) re- board featuring simplicity, flexibility and 


moves the final image. Erases ease of operation. It comes complete with 
ink, typewriting and business 


machine writing too. 

NO. 138 BALL POINT (New for- 
mula green rubber) particularly 
developed to erase ball point 
ink and lead. 


NO. 258 INDIA INK. (Fine 
green rubber). For erasing In- 
dia Ink and work from opaque 
pencils 2H and harder. 


SAVE WORKERS’ TIME 
AND TEMPERS 
ORDER A SUPPLY OF 
WELDON ROBERTS 
PAPER-WRAPPED ERASERS J 
FROM YOUR STATIONER! “=~ -— 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World's eet Eraser —— 


Walden Roferts all elements allowing the user to create his 

Enonaus own custom layout. Fifty flexible plastic 
strips, held in the board at the edges, slide 
up and down and snap in and out for easy 
rearrangement. Entries or notations are 





Cs 
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Correct Mistakes in Any Language 


For More Information Circle No. 430 
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STAPLEX MODEL $-54 — heavy duty model for continuous 
use. Full year guarantee. Staples up to 25 sheets. 
Depth adjustment to 4%" . 

STAPLEX MODEL $-54H — Staples up to 35 sheets. . $99.50 
Other models available with up to 9%” depth adjust- 


ment. The right size to solve any problem. 
Prices f.0.b. Brooklyn, N. Y 


\ 


STAPLEX-the only automatic stapler 


guaranteed for a full year!* 


Use it all day...every day...for 365 days. If it quits, we'll fix it free! 


Why is Staplex the only automatic electric 
stapler with a full year guarantee? Be- 
cause only Staplex is so ruggedly built that 
it can work around the clock without break- 
downs. Thousands of machines all over the 
country have been proving it for years. 
The Model S-54 Staplex automatically 
staples up to 25 sheets of regular station- 
ery many times faster than by hand and 
with one-tenth the effort. Staplex won’t 
skip, repeat or jam. Loads easily from the 


* When used with 
Staplex staples 


NEW SECRETARIAL MODEL S-88 
Especially made for offices where 
stapling is not continuous. Staples 
10-12 sheets. Same exclusive sole- 
noid operation. Standard 90-day 
guarantee only $59.95 

f.0.b. Brooklyn, N.Y. 


coal 


Please deliver a Staplex Mode! $-54 [] NAME 
or $-88 [) (check one).- I'll use it for ten 
days, then tell you if | want to keep it. | ADDRESS. 
understand there's no obligation to buy, 
nothing for me to pay if | don't wont it. 


(C) Send me further information on 
“_{specify model), ZONE STATE 





front in seconds. Leaves both hands free 
to handle the work. 

No training necessary. No internal 
motors (an exclusive solenoid does all the 
work). Girls can staple for hours without 
fatigue. And Staplex is remarkably quiet. 

Whatever your stapling costs now, 
Staplex can lower them. Free employees 
for other work. Boost morale by taking the 
drudgery out of stapling. 

Prove it yourself. We’ll place a Staplex 
in your office or plant for a ten-day free 
trial. No obligation. Send the coupon today. 


eoeccccccescece FREE TEN-DAY TRIAL OFFER eccccccccccccce 
THE -S9faplex COMPANY 775 Fifth Avenue, Brooklyn 32, New York 








CITY. 








For More Information Circle No. 359 
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Don’t break your back 
digging up buried information! 
LOCATE YOUR RECORDS EASILY—No more fussing 


and fuming. With Pronto files your records are 
as active as your regular files. 


BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files. 


STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 


SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling. 


‘PRONTO 


STORAGE FILES } 


ry 
:# 


Legal Size $4.55 


* Letter Size 


i 
ee 


Prices slightly higher 
in Texas, Colorado, 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION | 
415 MADISON AVENUE, NEW YORK 17, N.Y. | 


Check Size $2.50 


For More Information Circle No. 397 
194 


made directly on the plastic strips with a 
grease pencil and may be erased with cloth 
or tissue. For More Information Circle No. 
166. 


KEY FILING SYSTEM 


P. O. Moore, Inc., Glen Riddle 11, Pa., 
has developed a filing system for the con- 
trol of motel and hotel guest and service 
keys from one centrally located storage 
cabinet. Keys are hung from Telkee plas- 
tic tags in numerical sequence and assigned 
separate hooks in front of the cabinet. 
Tags are molded from _ unbreakable 
Butyrate in four colors: maroon, black, 
green, bronze. Imprinting includes return 





address and return postage guarantee. Two 
Telkee fiber tags are used for service keys: 
one designed so a pattern key can be at- 
tached and kept in the file for duplication 
or emergency use; the other for duplicate 
keys as required. The system’s cross index 
lists the correct hook assigned every key 
with a description of the locks opened by 
each. Cabinet is made of cold rolled steel 
throughout in contemporary styling. It is 
27” high, 13” wide, 7%” deep. For More 
Information Circle No. 122. 


SPIRIT MASTER LOADER 


A. B. Dick Co., 5700 West Touhy Ave., 
Chicago 48, Ill., announces a precision 
master loading device, designed for fluid 
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lf you use 
a pencil, 


When a pencil is comfortable 

to hold, and stays comfortable 

all day long . . . when a pencil is 

easier to control, and doesn’t slip 2 
around in the fingers . . . when 4 
fingers and hands don’t need rie. (2 ££ 
‘breaks’ to relax cramps, and J 
“pencil fatigue’”” becomes unknown zy ‘ 

... then your office pencil work gets 

done faster, more accurately, with 

yreater efficiency. 


Ny 

t 
FUTURA pencils do these things, all & a: 
these things. Quite simply too. FUTURA = * | — “4 
is the pink pencil with the orthodigital ) 


shape that fits naturally into the fingers. y, 


Its three flat and three round sides are the alt 
open secret of its comfort, its smooth control- IL 


ability. Try one yourself and you'll agree. 


OFFICE MANAGER: Write on your company letterhead for a sample FUTURA pencil, 
the pink pencil with exclusive TRY-REX shape. Dept. TO 3 


For More Information Circle No. 231 


RICHARD BEST pencit company, tnc., Springfield, N. J. 





\ 
new 5 7 ation collator 


Fully automatic . . . unprecedented performance 
without the penalty of high price or space waste! 


Announcing a new dimension in col- Accurately collates, counts, staggers or 
: oe stitches 25,000 sheets per hour 
lating versatility, accuracy, speed and 
Exclusive push button programmer permits 
compactness — the all-new, completely different jobs to be run at same time 


. . tf 
automatic Rotomatic by Thomas Col- Siti ait 20 on. 0. oe tier ee 


lator In ries, Inc. If you collate in 
ato dustries . y - Loads in less than 7 minutes ... no 


volume, you'll want all the details on adjustments for vacuum systems, fans, 


— weights, finishes 
the Rotomatic’s ease of total opera- see 


Handles sheet sizes from 7” x 8” to 11” x 


tion and multiple savings. For com- bt" Genie euaureuiane ent taleh 


plete information and prices, without , 
Offers more features at a lower price than 
obligation, write today. any other collator on the market 


- Thomas Collator Industries, Ine. 


ore Dept. B-4, 100 Church Street, New York, New York 


For More Information Circle No. 317 


THe Orrice—March, 1960 





duplicating applications requiring quick, 
accurate master loading and for highly 
repetitive systems work. Made of non- 
corrosive metal, Model 31-2254 has two 
tapered adjustable guides to provide exact 
positioning of the master. Additional 
guides may be purchased to enable simul- 
taneous positioning of two masters. In- 
stallation takes a few minutes and does 
not require the removal of any parts. The 
chute-type master loader is attached with 
a screwdriver to the tie-rod above the 
master clamp For More Information 
Circle No. 120. 


CLIPBOARD 


Advanco Products, Inc., 76-05 SIst Ave., 
Elmhurst 73, N. Y., makes an aluminum 
clipboard of durable, lightweight alumi- 
num with the same nickelplated, spring 
steel punchless paper holder binder clip 
as used in Advanco’s Punchless Paper 


Holder recently introduced in both letter 
and legal sizes in red, gray and black 
pressboard. The low-height construction of 
this clip reduces file thickness (it slips 
easily into a brief case), and its bulldog 
grip holds one or 150 sheets with equal 
tenacity. In spite of its strength, the clip 
is operable with fingertip pressure. Due 
to its easy action, no time is lost removing 
or adding one or more sheets anywhere in 
the file. Because it binds by pressure alone, 
no holes need be punched in the sheets and 
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HAMILTON 


REGISTERS 


J eeelcceartite Meeyrlexe) Mertismrvete! 
charge sales in permanent written 
form. Ideal for stock room 
control plus many other uses 
whenever signatures are required 
for receipt of cash, services 

or merchandise. 

Made in a wide variety of sizes 
and models — both manual and 
electrical operation. 


Find us in The Yellow Pages 


Offices in principal cities East of the Mississippi. 


THE HAMILTON 
AUTOGRAPHIC REGISTER CO. 


HAMILTON, OHIO 


For More Information Circle No. 460 
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YOU WILL BE HAPPY WITH 


THE BEST KNOWN TRADE MARK 
IN THE INDUSTRY 


Here’s the cost formula 
that counts! 


1 = 3 = 66%% 
WRITING RECORDS SAVINGS 


STOP copying your records 3 times. 


START saving labor dollars with 
Master-Craft One-Writing Plans 
for 

Accounts Receivable 

Accounts Payable 

Payrolls 


Special Applications 


Approved by Public Accountants. 


It costs no more to use the best. Ask 


any of our 70,000 users. 


Call your Master-Craft or Shaw- 
Walker dealer, or write. 


MASTER-CRAFT 
CORPORATION 


Loose-Leaf Division of Shaw-Walker 
Kalamazoo Michigan 
For More Information Circle No. 438 
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sheets won't tear out. The non-buckling 
9” x 12%” board (with rounded corners) 
accommodates any size sheet up to 842” x 
11”. Each clipboard is attractively packed 
in transparent polyethylene envelope. For 
More Information Circle No. 220. 


MICROFILM SYSTEM 


Remington Rand Division, Sperry Rand 
Corp., 315 Park Ave. South, New York 
10, N. Y., offers a microfilm camera, film, 
Universal Processor, Uni-Kards and reader 
for $7295. Known as the Film-a-Record 
Micro-Station Package Plan, it constitutes 
a complete industrial and engineering 
microfilm department to assure savings in 
space, time, and money while offering bet- 
ter protection for engineering drawings 


The F36.1PL camera is a power-driven, 
nine-position, planetary unit which micro- 
films large engineering drawings rapidly 
and economically. Document sizes range 
from 15” x 21” at a 12x reduction, up 
to 36” x 47” at 29x. An easy-to-read, ac- 
curate light meter is included. There is 
enough film in 100 ft. rolls on daylight 
loading spools to microfilm over 5000 
documents. The Unipro processor auto- 
matically develops, fixes, washes and dries 
16mm, 35mm and 70mm film interchange- 
ably of any length up to 100 ft. Loaded 
and operated in normal light, automatic 
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pocket size 2 Ib. 
magazine load 
tape recorder 


Tape cartridge is completely 
self-contained and drops into 
position without complication of 
any kind. It's the easiest —the 
quickest. 


Irv. Kupcinet, Famous Sun-Times Columnist 


The Fabulous New MINIFON ATTACHE 


is a Recording, Dictating Transcribing Unit, All in One 


Here you see Irv Kupcinet, famous news- WORLD'S SMALLEST PUSH- 
paper columnist and T’V star of the CBS BUTTON ALL TRANSISTORIZED RECORDER- 
hit show ‘‘At Random”’. He regularly DICTATER-TRANSCRIBER 
uses his MINIFON ATTACHE to re- 
cord interviews. To dictate memos and Exclusive Franchises Available 
instructions to his secretaries and his TV WRITE FOR FREE BROCHURE 
producers. a 

MINIFON ATTACHE is lightest in Ce) GEISS-AMERICA, Exclusive U.S.A. Importers 
weight—just 2 pounds—it’s all transis- ~ Chicago 45, Ill., Dept. OF. 3 
torized—operates either by miniature Please send me completely illustrated brochure on 
dry battery, rechargeable nickel cad- 
mium, by 110/120 volt AC electric cur- 
rent or from your auto cigarette lighter. 
Built in battery meter—rapid forward— 
rapid rewind; automatic erasure by over- 
speech of complete tape. Stop-Start dy- 
namic microphone control. Acts as a 
recording monitor, a visible digital foot- 
age counter, and an automatic final stop 
with signal light. Tape can be used 
indefinitely. 


the new magazine-load tape recorder. 
ee ai ieaninlhi aaa ci 
— 

COMPANY____ 

ADDRESS __ 


2 


Se ee ee ee ee ee ae ae ee ee ee ny 





For More Information Circle No. 236 
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change from a pile fr ES 
toa Te 


MIM-E-O FILE! 


COMBINATION MODEL 
Three Cabinets in One: Machine Stond, 
Supply Cabinet ond Offset Plate or Stencil 
File, 400 Capacity 


MASTER MODEL 
Provides additional work-spoce, two pull-out 
drawers. Filing capacity 800 Offset Plates 
or Stencils. 


U.T.D. 
{ 
ROLLAWAY MODEL ‘ 2-DRAWER MODEL 
ideal for average filing re The “‘spoce-sover in an 
quirement. Filing copacity crea of only 13° « 28 
400 Offset Plates or Stencils Filing capacity 1400 Offset 
Plates or Stencils 


For information on the MIM-E-O 
method of filing — see your 
Duplicator dealer or write 


IM-E-0 STENCIL FILES CO. 


1051 North Paulina St., Chicago 22, ii 


For More Information Circle No. 456 
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controls make Operation simple and 100 
ft. of film can be completely processed in 
less than half an hour. All necessary ac 
cessories are included. Uni-Kard acetate 
jackets make it possible to file and protect 
36 individual images to an inch. Each 
jacket has room for five lines of direct 
indexing and conforms to standard MIB 
size for filing convenience. There are S000 
Uni-Kard jackets in the package For liter 
ature, Circle No. 179. 


DESK LAMP 


Amplex Corp., 214 Glen Cove Road, 
Carle Place, N. Y., unveils the Trombolite 
combination incandescent and fluorescent 
lamp with extension-rotation-swivel action 
design. Reflector contains a 60-watt in- 
candescent and a 22-watt fluorescent bulb, 
operated by multiple switching for use 
separately or together. Light can be di 
rected by positioning reflector which tilts 
and swivels without disturbing the position 
of the arm. Unit features the non-float, 


stay-put, locked positioning. The venti- 
lating louvers provide air-cooling effect. 
The arm is adjusted by telescoping rods 
which extend the unit from 25” to 39” 
overall. Spring-action cord coils between 
two arms, extending and retracting as ad- 
justed. The arm rotates in a 360° circle 
on base and tilts 100° in the vertical plane 
to any desired angle. The Trombolite is 
available in executive gray, Sahara tan, 
tropic green and decorator blue. The price, 
less bulbs, is $34.25. For More Informa- 
tion Circle No. 138. 
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Raymond E. Girouard, President, Flamingo Products, Inc. ,Danville, Ill. says, 


“Premier costs less to buy, 
Saves us money every day’”’ 


“This remarkably efficient envelope 
opener saves us time and money in 
every department. Efficient distribution 
of the morning mail allows us to pro- 
cess orders and record payments earlier 
—there’s no wasted time at the start 
of the day.” 


An Auto-Opener can help you save 
valuable time and money, too. Write 
for complete information and name of 
your nearest dealer. 


HIGH SPEED ENVELOPE OPENER 
Completely automatic! Shaves micro- 
scopic edge off envelope without harm- 
ing contents. Opens 300 to 400 enve- 
lopes per minute...all sizes and weights, 
intermixed. Easily portable. Safe, com- 
pact, fully guaranteed! *Pius F.E.T. 


PREMIER UTO-OPENER 


A PRODUCT OF MARTIN YALE, INC., 2100 W. FULTON ST., CHICAGO 12, ILL. 
For More Information Circle No. 242 
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OFFICE SUPPLIES 


& Akro-Mils Cabinets 


go together to SAVE 
Time, Space and Nerves! 


Units with from 6 to 128 drawers available 
... can be set on counters or shelves, hung 
from walls, even integrated into large supply 
cabinets. Different items have individual, 
clear plastic drawer or adjustable section. 
Easily indexed. 

Perfect for all 

small office 

supplies. 


Efficient visual 
inventory control. 


Write for our 
new catalog. 


ZA=-WW | AKRO-MILS, inc. 
Box 989-T 
Akron 9, Ohio 








For More Information Circle No. 444 
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PARTITIONING GRILLES 


Holcomb & Hoke Mfg. Co., Dept. 1321, 
1545 Van Buren St., Indianapolis, Ind., 
makes FiliGrille ornamental grillwork of 
%4” polystyrene and framed in anodized 
aluminum for use as space dividers and 
screens in entryways, lobbies of office 
buildings and other uses. Engineered for 


simple, economical installation, FiliGrille 
is available in standard designs, factory- 
fabricated in customized panels. It comes 
in a variety of complete framing systems 
or can be framed in woods to match pan- 
eling or decor. Its standard white blends 
well with mast color schemes but it can 
be factory painted in colors or metallics. 
For More Information Circle No. 141. 


INTERCOM 
Valley Engineering & Sales Co., Dept. 
S, 8809 Pickford St., Los Angeles 35, Calif.. 
announces the selective-ring, selective-talk 


Vesco telephone intercom system. Each 
telephone is a master station capable of 
selecting up to eight stations. Up to four 
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| MACKINAC 


ae 
| JOB-READY 


Complete line of MACKINAC 
Job-Ready Business Papers. 


MACKINAC BOND 
MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 
MACKINAC OFFSET 
MACKINAC OPAQUE 
MACKINAC VELLUM 


MACKINAC VELLUM is avail- 
able in White only; all other 
MACKINAC papers in White 
and six bright colors. 


All of the papers in the MACKINAC line are 
especially finished to work fast and accu- 
rately on high speed printing and duplicat- 
ing equipment. 

MACKINAC Job-Ready Business Papers are 
manufactured from 100% bleached, chemi- 
cal wood pulp and tub sized to insure 
quality and uniformity. Each grade is espe- 
cially prepared for the process for which it 
is designed, with a surface prepared for 
excellent ink reception. Precision cut at the 
mill to sizes 842’ x 11” and 842” x 14”. 








Send for informative booklet. 





FLETCHER 


Coa 


PAPER COMPANY 
General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 


Mill at ALPENA, MICHIGAN 


For More Information Circle No. 235 
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DESIGNED FOR 


KopAK Ektalith mernop 


Kenro “Vertical 14’ Companion 


The Kenro “Vertical 14’”’ Companion is a compact, office-type 
camera designed to hold the Kodak Ektalith Loader-Processor and 
expose Ektalith Transfer Paper in the office without light glare. 
Has a cabinet to hold supplies, push-button exposure control, and 
removable copyboard for easy, table top loading. So simple and 
easy to operate that anyone can quickly become proficient in its use. 
Can also be used to make line and halftone nega- 

tives, Gevacopy and xerographic exposures. 

Kenro “Vertical 18” and ‘“‘Vertical 24” cameras can 

also be equipped to make Ektalith exposures. For 

details see your Kodak Ektalith dealer or write to 


KENRO GRAPHICS, INC. 


Cedar Knolls, New Jersey 
For More Information Circle No. 429 





separate conversations or a complete con- 
ference among any or all of nine stations 
are available at the flip of a switch. Full 
voice fidelity is retained even when units 
are up to two miles apart. The Vesco 
operates on a completely private circuit, 
with power provided by two flashlight bat- 
teries at each station. Battery life averages 
over 5000 calls, or a year of normal office 
use. Slave units can be paired or inter- 
mixed in a system including master tele- 
phone sets. Installation is simple, requiring 
only a six-pair cable and cost is low. For 
More Information Circle No. 126. 


INDEX TABS 


Ambi-dex Sales Co., 821 Woodlawn 
Drive, DeKalb, IIl., introduces the Ambi- 
dex Color-Cue, an index tab employing 
the natural sequence of colors to animate 
identification for fast reference and con- 
trol. Ambi-dexing is not arbitrary color 
coding, but correlates the spectral colors 
(red, orange, yellow, green, blue, violet) to 


other indexing sequences such as the al- 
phabet, numbers, minutes, hours, days and 
months. The tabs lock into ordinary file 
folders (with or without self-tabs), file 
pockets, wallets, sheetholders, catalogs, 
covers, file guides, drawings, envelopes, 
switchcards, etc., from tissue weight to 
pressboard. The tab may be unlocked and 
reused many times, but it will not come 
loose in the file. Title insert and plastic 
window are also locked in and cannot slip 
out until unlocked. No fixed guides are 
necessary. Inserts can be quickly typed on 
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SYV7ZRON 


VIBRATING 


PAPER 
JOGGERS 


Save time, money 
and reduce 
waste losses 


SYNTRON Paper Joggers are the answer 
to those time consuming jobs. 

—preparing mail for automatic opening, 
aligning scrambled stacks of checks, time 
cards, punch cards, invoices, sales manuals, 
purchase orders, etc. 

They are easy to operate, require very 
little space, produce 3600 vibrations per 
minute—enough to align most paper stock. 
Designed for efficient, dependable mainte- 
nance free service. Available as table deck, 
divided deck or bin type joggers. 


Write for free information today 


SYNTRON COMPANY 


wilil, 


9 4 min 


715 Lexington Ave. Homer City, Penna. 


For More Information Circle No. 425 
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To make | 
typwritimg | 
mistakrs | 
is human 





























To ERASE 
WITHOUT A 
TRACE*is easy 
when you use 
A.W.Faber 


GRASERSTIK: 


The original grey eraser point 
—always best for erasing. 





the invention 
that changed 


the Nation's 
Erasing 


Habits. 


* REG. TM 686,508 


70998B with brush 20c. 7099 
without brush 10c. Insist on 
the original and genuine 
EraserStik by registered 
trade mark. 


SAPHIR Hand Sharpener 


works like magic. Gives you 
the correct point on your 
EraserStik—then stops 
sharpening. If you use one, 
you need the other. Ask your 
Stationer. 





AW.Faser GRASERSTIK GAUL SERVICED u.s.a. 7099B 





rk GRASERSTIK GAL SERVICE 5.4. 7099 


Shaped like 
a pencil, it 
Hi} sharpens like a 
vseqad HH pencil to any 


Ep style point you 
prefer—biunt, 
A.W.Faber-Castell = tnedium or 
Pencil Co., Inc., Newark 3, N. J. 
For More Information Circle No. 439 
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perforated sheets of lightweight paper, 32 
on a sheet. Ambi-dex Color-Cue tabs are 
precision made and guaranteed ten years. 
For free sample, Circle No. 108. 


PHOTOELECTRIC CONTROLS 
Standard Instrument Corp., 657 Broad- 


way, New York 12, N. Y., makes Robot- 
| Eye Photoelectric controls for production 
| counting, sorting, inspecting, traffic con- 


trol, machine and operator safeguard, 


| liquid level and bin level control, cut-off 
control, loop regulation and precision fill- 
ing. Operation is by beam interruption or 





p—4h*-*| 


by reflection. The design permits user to 
select, from a wide variety of units, those 
precisely suited for his job requirements, 
at a minimum expense. Miuiniaturization 
and easy mounting are prime features of 
Robot-Eye light sources and photocells 
which are provided with clearance holes 
for flush mount, threaded bushing for 
panel mount, or swivel base and ball joint 
for ease of alignment. Amplifiers come 
with tubes or transistorized. Amplifier 
flexibility is extended by provision for 
plug-in of time delays and count registers. 
Operating range of standard units is up to 
20 ft. (range may be extended to 100 ft. if 
necessary.) Operating speeds are as high as 
1000 per minute. All components function 
at a fraction of their rated capacity, assur- 
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THE ADDING MACHINE 
THAT CATCHES ERRORS 
BEFORE THEYRE MADE! 


























Friden’s ACY actually catches errors 
before they're made. The exclusive 
Visual Check window shows a full 
registration of figures which have been 
entered while there is still time for 
their correction. 

Further, the ACY has the exclusive 
Friden Natural Way keyboard, which 
is designed to fit the user’s hand per- 
fectly. Other features are the extra- 
wide platen for roll paper and wide 
forms; automatic red-printing of all 
negative values; live control keys for 
FRIDEN, 


INC., SALES, 


ENTER FIGURES, 
SEE THEM HERE. 


IF YOU'VE ERRED, 
YOU CAN “CLEAR’”’... 


AND CORRECT 
IMMEDIATELY! 


faster addition, subtraction, and mul- 
tiplication without extra strokes. 
Now try the “next step” in adding 
machines. Call your Friden man or 
write to Friden, Inc., San Leandro, 
California. 

THIS IS PRACTIMATION: 
Automation so hand-in-hand with prac- 
ticality there can be no other rw ord for it. 


1960 FRIDEN, 


© Triden 


es 


INSTRUCTION, SERVICE THROUGHOUT U.S. AND WORLD. 


For More Information Circle No. 390 
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hei 


tor your greater convenienee... 


in 4 colors— 
2 pad sizes 


Ever Ready’s new Memo Pad 
a companion piece to the Ever Ready desk calendar. 


Here is a Memo Pad designed with the busy, but organized, desk 
in mind. Holds 200 sheets. Available in four colors: Walnut, Grey, 
Mist Green or Desert Sand to compliment any desk top or match 
other desk accessories; and two pad sizes: 3" x 5° and 4" x 6”. 
Order from your local stationer today. Or write us. 
We will be happy to forward your request to the pro- 

gressive Ever Ready dealer nearest you. 


by the makers of America’s foremost desk calendar 


EVER READY CALENDAR MANUFACTURING CO. 


toe eas ae eeey, SERS EerY Ccrvy. Mew searasery 








For More Information Circle No. 243 
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ing long service. A complete Robot-Eye 
photoelectric system may be purchased for 
as little as $56.50. For complete catalog, 
Circle No. 106. 


CLIPBOARDS 


Metal Products Engineering, Inc., 4000 | 
Long Beach Ave., Los Angeles 58, Calif., 


presents its MP aluminum clipboards with 


satin finish and streamlined, modern de- | 


sign. Heavy gauge aluminum construction 


assures permanent, rust-free quality. Units | 
are said never to warp or break and to be | 


completely moisture-proof. Made with 
bright clips, equipped with strong springs, 
units are easy to clean and convenient to 
hang. Handy squaring tabs are a feature. 
Made with choice of polished gold or 
chrome clips, units are available in four 
sizes: legal, 9” x 1412”; letter, 9” x 1212”; 
note, 642” x 1012”; pad, 4%” x 74%”. For 
More Information Circle No. 111. 


BALLPENS 


Eberhard Faber Pencil Co., Crestwood, 
Wilkes-Barre, Pa., announces two Noblot 
ballpens for desk use, each double-ended 
to write both blue and red. The dual- 


CM 0% ¢ 


purpose pens, enabling user to emphasize 
instructions and make notations more 
quickly, are Noblot Combination Regular 
Pen (2040) and Noblot Combination Thin- 
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COMPANY, INC. 
4110 W. GRAND AVE. 








SAFE © CONVENIENT 
ECONOMICAL © COMPACT 


OFFSET PLATE 
STORAGE 


Here is a complete system for storing that 
automatically organizes the material to be 
Stored. It’s tailor-made for plates, neg- 
atives, stencils and art. 

Cabinets are all metal construction. Can be 
used individually or stacked. Six sizes. 


Storage Envelopes are heavy kraft paper. Slip 
onto clips suspended from a crossbar in the 
Cabinet . . . easy to insert or remove. Form 
on face of envelope has detailed information 
normally found on a job ticket. Three sizes— 
944”x20"; 11”x16%”"; 2042"x23%”. 

Send for Bulletin A700. 





J 





CHICAGO 51, ILL. 
SALES AND SERVICE: NEW YORK « LOS ANGELES 
For More Information Circle No. 440 
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rite (1940). The Regular retails for 39c, the 
Thinrite for 49c. Both have standard 
yellow barrel with red and blue tips. 
Recommended for accountants, bookkeep- 
ers and auditors, the Noblot Combination 
Thinrite produces a thinner writing line 
and 60% more writing mileage. For More 
Information Circle No. 223. 


IN-OUT, MESSAGE RACK 


Bernay Products Co., 412 S. Wells St., 
Chicago 7, Ill., offers its In-Out Message 
|Center designed to eliminate desk clutter. 
The unit, combining an in-and-out register 





WITH A HANDY 


CHALLENGE 


PAPER CUTTER 


Lines ol ne _ en eel with handy message rack, shows who is in 
ie lbs pabtiedaaty om Gade or out and time of return. It keeps track 
thick ‘ion or large sheets of paper of nine persons and holds their mail and 
are to be cut . . . accurately. messages. Retails for $5.98. For More 


. I i ‘ircle No. 146. 
They are capable of cutting 214 to mformation Circle No 


314 inches of paper at a single stroke. 

Four models are available with cutting | ELECTRONIC STENCIL CUTTER 
widths of 19%, 23, 26% and 30% | Milo Harding Co., 141 Tempo Bld 

} ig Co., po Z., 
inches. Both the bench type and stand Monterey Park, Calif., announces that 


models are meses. paste-ups, printed pieces, pictures and 
Also available are easy-to-use || | drawings, all can be made into stencils on 

Challenge Power Cutters in these , 

same size ranges. For a handy free 

descriptive booklet on 

Challenge Lever and <= 

Power Cutters and 

names of local dealers 

write ne om a Sold g° 

by leading Printing ro 

and Duplicator Equip- ~ 

ment Dealers every- 

where. PC-114 


THE CHALLENGE MACHINERY CO, 
GRAND HAVEN, MICHIGAN 


For More Information Circle No. 474 
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The revolution in dictation starts with Stenorette® 


* 





Fully-transistorized Stenorette-T with either dictating or transcribing accessories. Only 199 


Junk costly cylinders, one-shot belts and discs 
One re-usable Stenorette tape outlasts thousands of these relics! 


The big change in dictation is this compact, There’s no faster way to dictate or transcribe ! 
fully-transistorized Stenorette. It’s made all Because Stenorette records on endlessly 
other machines overpriced, obsolete or in- reusable magnetic tape, it costs practically 
adequate. With just one finger on the micro- nothing to operate. Ask for a 15-minute 
phone button you can dictate, backspace, demonstration (and free trial) . . . to learn 
review. If you say it wrong, erase as you say about the revolution in dictation that starts 
it again right! No embarrassing errors. with a Stenorette. 


- MeuUA ® more Deur-Grundig Stenorettes are sold in the U. S. 
. Stenorette than all other magnetic dictating machines combined 
, DeJUR-AMSCO Corporation, Business Equipment Div. Nome Title, 

* Northern Blvd. at 45th St., Long Island City1,N.Y. 6 Company 











0 
Send booklet about the revolution in dictation [J 2 Address_ 
Have your representative call for a demonstration [J 5 civ 





: For More Information Circle No. 394 
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mW SxS” 
with | PASTE PEN 
The EXEC Paste Pen is the quick, 


neat way to paste. No more gluepot 


mess ... it never leaks, gums up or 
dries out. Economical, too . . . you 
eee ‘“‘penpoint”’ the paste exactly where it 


is needed without wasting a drop. 

Just one or two dots are sufficient for 

The fast, clean , most jobs. Adhesive is amazingly 

hay strong, dries in seconds and rubs off 

way to paste... ] clean. Pen ready-filled with 5,000 
paste dots. 


A D OT | HAVE YOUR 
AND IT’S “GIRL FRIDAY” 


TEST THE EXEC FOR... 


Use as a “‘liquid stapler’’ 
or paper clip. 

* Scrapbooks and record files. 
Attachments to legal 
documents. 

Package wraps. 
Mounting on windows, 
walls and bulletin boards. 








counts. °° 
available. 


f, 
SOLD BY 


TN 
Colodbecdh tes le. CAMDEN 1, N.J. 


A Product of EXEC Manufacturing Corp., N. Y.C. 


For More Information Circle No. 259 
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the Gehatronic for thousands of excellent 

reproductions on a stencil duplicator. This 

cea stencil cutter will copy any — SPACE 

present printed matter for money-saving \ ' 

reproductions. Users can create their own | ‘ UNLIMITED 
paste-ups from clippings, other printed * 

pieces, handwriting and drawings. With Aig kel g your 
scissors and rubber cement, many ideas can ae ~T-Velel get 
be stencil duplicated, Businesses, churches 

and other organizations find this machine 

valuable for producing advertising pieces, 

forms, photos, systems, bulletins, letters 

and copies of all kinds. For More Informa- 

tion Circle No. 160. 


STATIC NEUTRALIZER 


Statikil, Inc., 1220 West 6th St., Cleve- 
land 13, Ohio, announces an improved 
formula in self-spraying cans or bulk. 
Statikil has numerous applications for re- 
tarding static electricity in electronic re- ' 
corders, industrial machinery, meters, in- 2 oO PNO SHELVING NEEDED! 
dicators, plastic materials and machinery, Vt STAXONSTEEL employs an 
¢ engineering principle to combine 
the strength of steel with the 
economy of corrugated board. 
The steel supporting frame gives the 
drawer equal support front, back and 
sides. For long term economy there is 
no better record storage drawer 
than STAXONSTEEL. Five standard 
stock sizes available. 


Send for FREE ‘‘Manual of Record Storage 
Practice”’ telling you how long to retain or 
destroy business records PLUS our com- 
plete catalog of Special Record Storage 
Filing Equipment. 


BANKERS BOX COMPANY 


| 
| Record Storage Specialists Since 1918 
| 2607 N. 25th Avenue, Franklin Park, Il ; 
| Dept. OF-3 | 
| Please send, without obligation, my FREE | 
| manual of Record Storage Practice PLUS | 
paper and paper manufacturing and print- | new, complete product catalog. 
ing machinery, photographic dryers and | 
| 
| 
| 
*® 
ly 


Your Name 


| 
| 
| 
| 
| 
| 


developers, textile materials and machin- 
ery, and by airlines and airplane manu- 
facturers. In addition, it is effective as a 
spark retardant in hazardous operations. 
When sprayed on products, it eliminates 


(Please Print Plainly) 


| 
1 


(Please Print Plainly 


static shocks to anyone touching plastic 
covers, walking across carpeting, chairs 
with rolling casters, etc. The product may 


Postoffice 


Do ee ee ee ee ee eS GD ee ee 


For More Information Circle No. 428 
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5 SpECIFIBD, ” : 


1/2 OF NATION'S BANKS 
SPECIFY THE 


Gtreantina NIP: JR. 
COIN CHANGER | 


t 
. 


Keep costs down... Efficiency up. Customer 
service flows easily . . . smoothly . . . with 
exacting accuracy. Keys need only the light- 
est pressure to operate. Compact size. 


Other built-in MP advantages are: 

e Modern Aircraft Aluminum construction 
e Removable Top Tray and Inner Box 
e $125 capacity (pennies through 14 dollars) 
e Choice of four decorator colors ¢ Guaran- 
tee: parts, workmanship only $69 plus tax. 


Inquire about other MP Coin Changers at 
your nearest dealer. MP...the value leader. 


Since 1940 
METAL PRODUCTS ENGINEERING INC 
M. 4000 Long Beach Avenue 
Los Angeles 58, California 
For More Information Circle No. 432 




















NEW <ow- Cost 


FOLD-0-MATIC 
Electric Folding 
Machine 


FOLDS+ CONVEYS + STACKS 
120 SHEETS PER MINUTE 


> tomot 


THE PRINT-O-MATIC CO., INC. 
724 W. WASHINGTON BLVD. © CHICAGO 6, ILL. 


For More Information Circle No. 433 


214 








be used liberally but small applications 
usually produce results. The effect is 
cumulative so that continued use provides 
a durable static freedom. It dries instantly 
and invisibly. Statikil is $3 per 12 oz. 
pressurized can, ($30 per doz. cans); $15 
per gallon. For descriptive literature, 
Circle No. 224. 


TAPE FILING 


Oxford Filing Supply Co., Clinton Road, 
Gerden City, N. Y., makes equipment for 
filing common language tapes. One simple 
device consists of ten clear, flexible plastic 
tubes mounted on two sides of a file back. 


This instantly converts a standard Penda- 
flex folder for protective tape filing in 
little space. A tape transmission folder and 
tape card are modifications of the same 
basic device. The card is housed in a 
card index file. The transmission folder 


holds tapes in transit from file to machine. 
This acts like a traveling requisition. After 
use, tapes are replaced in the tube file and 
folder is returned to the active file for 
future reference. The three items described 


| above are made to order to meet demands 


of various applications. Two other Oxford 
products are used in automated procedures. 


| The Pendaflex Checkfiler with numeric in- 


dexing is used to file checks in magnetic 
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TurpEX 


.»-it takes a good 
business case to complete 
your sales picture! 


Look what a difference SrURDEX makes! 
The only business case made with the 
craftsmanship of finest leather cases 

. but at half the price. A sales-making 
case that’s always neat and business- 
like . . a durable case that outwears all 
others . . . guaranteed for 5 full years! 


RING BINDER—Your Personal “Organizer” 


Distinctive portfolio-type case, with handle. Per- 
fect for the businessman who carries catalog 
sheets, charts, sales literature, other papers that 
require page-by-page usage. Lies flat when open. 
Three rings; inside zipper pocket; 2 full-length 
side pockets. Exclusive “PERMA-EDGE” adds 
years to life of case. Just one of many fine 
STURDEX Business Cases at stationery depart- 
ments everywhere. 


5-YEAR UNCONDITIONAL GUARANTEE 


SrurRpDEx looks new longer. . . always ready 
for business. So wearproof, waterproof and 
weatherproof, we guarantee it for 5 full years! 


@Aenthercrafe 


World's Largest Manufacturer of Business Cases Exclusively 
2320 So. Western Avenue e Chicago 8, Illinois 


@eeeeeoseeeeoseeeeeeoeseeeeeeeeeeseeeoeeeeeeeee 


LEATHERCRAFT, Inc., 2320 So. Western Ave., 2ePt. A-6, Chicago, Illinois 


Please send full details about STURDEX, and the name 
of my nearest dealer. 


Name 
Address. 
©1959 City. Zone State 
For More Information Circle No. 377 
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Just one more tally sheet with those crazy fence-post 
marks 7% JK and that would have been it! 


But now...we have a MULTIPLE-TALLY by DENOMINATOR and 
we do all our sort-count jobs in half the time—and it's much more 
accurate. You don’t need paper or pencil—it’s easy—really fun! 
Get one and see! For FREE brochure write Dept. O-62. 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y. 


Monvufacturers of Tabulating Machines for over 45 years 


For More Information Circle No. 272 
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ink identification systems. The Jumbo 
Pendaflex folder with full width tab houses 
11” x 17” tabulating forms, Sliding sig- 





Bebe ee Se oe me 





/ 








nals are used for sales analysis, stock 
balance and other visual data. The last 
two items are standard Oxford products. 
For More Information Circle No. 230. 


NUMBERING MACHINE 


Pryor Marking Products, 434 S. Wabash 
Ave., Chicago 5, Ill., announces the addi- 
tion of Powermark II to its line of mod- 
ern marking equipment. This machine is 


made specifically for numbering carbon 
interleaved forms but can be adapted for 
other purposes, such as ‘coding shop 
tickets, insurance papers, file cards or file 
folders and small flat cartons. Unit auto- 
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LIKE THE DA 


WN 


OF A NEW DAY 


THE FIRST TIME USED 
ROGERSNAP CARBON sete 
SHEETS IN THE NEW 
*FLIP-OUT DISPENSER BOX! 
They changed me from an aver- 
age secretary to one of the best 

.and my work is easier than 
ever before. If you ask your sta- 
tioner for a copy of the Compara- 
tive Cost Analysis, it will show you 
why. Tests prove that by elimin- 
ating waste motion, Rogersnap 
saves time and money and 
increases efficiency. 

*Registered 


OGERSNA 


TRATL 


MARK 


P. 0. BOX 10425 * DALLAS, TEXAS 


For More Information Circle No. 398 


2 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“Uber 


the precision Paper Cutter 


SIZES: 
14” and 18” 


MICHAEL 
(20 2" “open ) aes 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N.Y. 


® Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 451 


matically adjusts to make up to 16 carbon 
copies. It is available in six to ten wheel 
capacities. Each wheel is controlled by its 
own separate lever. Positive inking is guar- 
anteed. Precision construction insures long 
life of numbering head and printing unit. 
Two styles of type are available, 3/16” 
Gothic or Roman. Prices range from $240- 
$300. For More Information Circle No. 
175. 


DOOR BUMPERS 


Gordon Associates, Inc., First St., 
Derby, Conn., makes adjustable door 
bumpers which are attached by the upper 
hinge pin, away from the floor. This pre- 
vents bumper from tangling mops or ob- 
structing floor maintenance equipment. 


Two types, a single 180° adjustable bumper 
and a double 70° to 100° adjustable 
bumper, have rubber shock absorbers to 
protect partitions, walls and furniture. No 
tools are required to install or adjust them 
so that door will travel only the desired 
distance. Made in four finishes: bright 
brass, nickel, bronze and chrome, on self- 
service card for pegboard store display. 
For More Information Circle No. 114. 


ALL THUMBS? 


TRY EVANS’ TACKY-FINGER! 


It's the modern fingertip moistener that speeds up paper handling. 
Stainless — odorless — greaseless . . . it makes messy sponges and 
clumsy finger guards obsolete. One application lasts hundreds of 
sheets. Try it today! Send $6.00 for a dozen boxes or get two 

trial boxes for $1.00. See your dealer or write: 


Evans Specialty Company, Inc 
P. O. Box 8128, Richmond, Virginia 


For More Information Circle No. 452 
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COMFORT 


cool and relaxing 


She stays fresh all day long ... does better work ... when she’s 
backed by the best”—Cramer Posture Chairs. Simple fingertip 
adjustments fit the Cramer chair to her perfectly for restful 
support. Generous, full-depth foam cushions give luxurious 


cradling comfort. 


Write for complete details and name of nearest dealer. 


(hamet- POSTURE CHAIR CO., INC. 


625 Adams Street - Kansas City 5, Kansas 
For More Information Circle No. 368 
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This tape that does jobs by the score 


Today costs less than ever before! 


SCOTCH BRAND 


Cellophane Tape 





You can seal six bulky envelopes—prevent their popping open—for less than 
a penny with “ScoTCH”’ BRAND Cellophane Tape. For dozens of office jobs, your 
biggest penny’s worth is ‘““SCOTCH’’ BRAND Cellophane Tape. See your supplier 
now. Write for free 28-page booklet describing “‘“SCOTCH’’ BRAND tapes for 
office use. Address: Nancy, Dept. CAR-30, 3M Company, St. Paul 6, Minn. 


“SCOTCH” BRAND Tapes are a girl’s best friend! 
SCOTCH S a registered trademark of 3M Co Kjm 
Miienesora Miiaine ano (\ffamuracturine company 3M ) 
. «+» WHERE RESEARCH IS THE KEY TO TOMORROW 
For Move intormation Circ!e No. 267 





FORMS TRIANGLE guide line over an existing line on a draw- 
Draft-All Triangle Co., 152 West 42nd  in8, the long side of the triangle is pro- 
St. New York 36. N. Y.. announces a Jected to the desired angle intersection. 
drawing instrument for designing forms The instrument is ideal for those who do 
and office layouts on blank paper. The not have regular drafting facilities, for 
Draft-All Triangle is a standard 8”, ff-the-board drawings and field work. 
Price is $2. For More Information Circle 

No. 159. 








ENVELOPES 


A. B. Dick Co., 5700 W. Touhy Ave., 

Chicago 48, Ill., has added a full line of 

envelopes in a broad range of grades, 

styles and sizes to its complete line of 

duplicating papers. The line includes white 

and colored bonds, Mimeotone and white 

wove; airmail, window, postage saver, 

45°/90° clear plastic triangle that com- catalog, policy, clasp, string-and-button 
bines advantages of a protractor, straight fastener and collection envelopes. All 
edge and scales. Permanently stamped into shades of white and colors in the A. B. 
the body of the instrument are the four Dick bond envelope line match regular 
scales most commonly used in forms and A. B. Dick impression papers. These in- 
layout design: 1”, %4”, 1/6”, 1/10” and clude Gold Label bond, Red Label bond, 
guide lines for 90°, 75°, 60°, 45°, and 25% Cotton Fibre bond and Mimeotone. 
30° line intersections. By placing any Due to special manufacture, such as de- 
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THE EASY, INEXPENSIVE 
ERECTA-SHELF WAY! 


Here’s the inexpensive answer to your 
office supply storage problems. It’s 
Erecta-Shelf, the steel rod shelving that 
assembles quickly and easily without 
nuts, bolts or special tools! 

Erecta-Shelf adapts to just about any 
height, depth or width requirement. It 
provides loads of shelf space without 
the usual dust collecting surfaces. 

Send for a free catalog today! Shelve 
storage problems—tomorrow! 








SHELVING 
a ; OF A 
recta-Shelf steel rod construction lets in light, does 
not collect dust. Each shelf holds up to 1000 pounds! THOUSAND 
Floor mounted or on wheels for added mobility. 


BRECTAYG HERE (UF, | GRMGbStITAN wins Goons oe ‘ 


N. Washington St. & George Ave., Wilkes-Barre, Pa. 














For More Information Circle No. 472 
THe Orrice—March, 1960 22] 





How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


t¢ Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

Sy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

i Ideal for Production, 
Scheduling, Sales, Etc. 

Sv Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4Q50 with cards 


FREE 24-PAGE BOOKLET NO. F-300 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 448 


CONFIDENTIAL 


MT4 — WITH 
LOCKING DOORS 
STURDY METAL CABINET 
map file, has 112 tilting 
tubes. Easy to file and 
find maps, tracings, blue 
prints to 60”. 

Patent No. 1610368 MAIL ORDER TODAY 


SCOTT-RICE CO. 610 S. Main, Tulsa 19, Okla. 
For More Information Circle No. 449 
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Traffic, 


Inventory 




















| curled flaps, the envelopes are designed for 


trouble-free feeding and imprinting on off- 
set and other duplicating equipment. A. B. 
Dick distributors are able to supply spe- 
cial sizes and styles of all types of en- 
velopes, both hand and machine-made. 
They will also offer most grades, types and 
sizes of corner card printed envelopes. For 
More Information Circle No. 168. 


INSULATED FILES 


John D. Brush & Co., 545 West Ave., 
Rochester 11, N. Y., announces its Sentry 
Fire-Tested Files, a complete line of low- 
priced fire-resistive file drawers in letter 
and legal sizes. The files are available as 
one, two, three and four-drawer units, 


bearing Underwriters’ Laboratories C and 
D labels. Drawer heads are of tongue and 
groove construction to prevent direct pas- 
sage of heat. All drawers are separated by 
insulated partitions. Each drawer has a 
general lock controlling all drawers, as 
well as an independent thumb latch to 
hold drawer closed. Heavy ball bearing 
suspension slides and easily adjusted 
follower blocks provide fingertip operation. 
All units are drilled and tapped for 
casters. Casters, combination locks, and a 
wide variety of card trays, check trays, 
document inserts and cross trays are op- 
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, f Another way Underwood masters the art of sharing ideas 
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How to set your office standards high... Here is 
a new standard for comparison in your most essential office machine—Underwood's 
style-wise Touch-Master Il. Comparative tests prove that Touch-Master Il requires 
much less typing effort than ordinary standard typewriters. And less effort means 
more time saved, finer work quality, less fatigue for the typist. The efficiency of 
Touch-Master Il is typical of all the office time-savers in the most complete line of 
business machines in the world. Credit these advantages to Visioneering—that's 
Underwood's ability to foresee your particular problem and help you solve it! 

underwood 

Underwood Corporation * One Park Ave. * New York 16, N. Y. 


Standard, Electric, and Portable Typewriters « Adding and Accounting Machines 
Data Processing Systems ¢ Filing Systems ¢ Supplies ¢ Electronic Systems & Components 
For More Information Circle No. 375 





EACY FAST INEXPENGIVE 
PLATEMAKING 


Rapid Printer LIGHT TABLES 
PLATEMAKERS BUNT RIGHT 


Ideal for small offset plates and duplicating PRICED RIGHT 


masters. Vacuum frame is on top, powerful Feature: highly polished, 
carbon arc lamp in the base. Makes perfect chromed, machined steel 
plates every time as only a carbon arc lamp straight edges on all sides, 
can, and clean, simple operation makes it adjustable; ceramic glass 


; ey top; softly diffused fluores- 
the perfect machine for office and in-plant cent light; silver hammer- 


reproduction departments. loid baked enamel finish; 
shipped completely set-up— 

2 sizes: 17" x 23"; 21” x 25" with manual , as cadiee ane. , 

or fully automatic arc control. 5 sizes from 18" x 20" to 

Send for Bulletin A230-O 42" x 62". Send for Bulletin 
A217-0. 


For More Information Circle No. 302 
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SWE VENTED TERE NPE CERCA RENEE Nt EIS PEs I 


tional equipment. Files are finished in 
Sentry sand or silver gray, with special 
colors and woodgrain available. For More 
Information Circle No. 127. 


FLOOR PROTECTION 


Ralph E. Baker Co., 302 Allwood Rd., 
Clifton, N. J., makes Rebco Florgard to 


protect office floors against rust and stains Through F 
under file cabinets due to floor washing Improvemen nt 
and waxing. Florgard is a low-cost, ridged 


Here are THREE to SEE: 


continuous forms 


salesbooks 


snap-a-parts 

(Also available in “NCR” 

sets—no carbon required) 
tee isa Ee Let your Nebraska Sales- 
plastic strip held by a time-resistant ad- book Representative ana- 
hesive to the bottom of any file cabinet. Jt | | lyze your office needs and 
eliminates rust marks and stains, and con- d 
emonstrate these forms to 


siderably reduces unsightly depressions 
often left by heavy cabinets. For Mcre you. CHECK them for: 


Information Circle No. 145. e easy efficiency 


BINDER : prestige appearance 
Cooks’ Inc., Blackwood, N. J., makes a economical use 


large-capacity Mult-O-Ring Ful-Vu binder 
that will hold up to 140 sheets in 70 trans- 


COMPANY 





General offices and factory at Lincoln, Nebraska 

cago, Minneapolis, Kansas City, Wichita, 
Little Rock, Memphis, Phoenix, Albuquerque, 
Montgomery, Omaha, Miami, New Wa Rie 
Los Angeles. 


For More information Circle No. 457 
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parent sleeves. It has a 1%” diameter 
Mult-O-Ring mechanism and is available 
with Mylar transparent sleeves (optional) 
in a lighter gauge (.002), allowing more 
sleeves per binder. Another feature is 
oval hole punching, which permits turn- 
ing sleeves freely without binding, even 
when rings are loaded to capacity. Binders 
are available in choice of Russhide and 
Vinyl-hide covers. Ring mechanisms are 
equipped with automatic opening and 
closing triggers. Black mounting sheets and 
white interleaves included with window 
sleeves in .005 and .003 Mikafilm, and 
.002 Mylar. For More Information Circle 
No. 216. 


TYPING JUSTIFIER 


Laskin, 69-02 Springfield Blvd., Bayside 
64, N. Y., offers the Arnold Unit Justifier 
which automatically indicates the number 
of units (characters and spaces) over or 
under the desired length of each type- 
written line. This eliminates all counting 


SERIALLY NUMBERED 
\G 


PERMANENT 
IDENTIFICATION 


and backspacing when typing justified 
lines for an even right-hand margin. There 
is no eyestrain such as caused by a justifi- 
cation scale on typewriter. Unit takes 


only 30 seconds to attach and can be kept 
on typewriter permanently. Offered on 90- 
day moneyback guarantee, priced at 
$24.95. For More Information Circle No. 
193. 


for Positive 
Property Control 


"8030 | VAtsoa , 7 
veas. Mba 923650, 


- : 
some naa? 


{eee GENERAL HOSPITAL. ic 


Geneva, new york 10) 60 





Identify your furniture, fixtures and equipment 


positively and permar 
liable 
Mount them quickly, easily, effec 

front” on anv clean surface . t} 
vo? a l 
able 
by 


government agencies. There is a re 


? 
betore y« 


Write for “try 
“How to Plan 


a Profitabli 


rently with attractive, re- 
Serially Numbered “AUTOGRAPHS”. 

fii “out- 
o « a out tools 
1 g a 2 Used for protit- 
Property Centrol for more than a decade 
thousands of institutions and 


, 
we fastenir ae 


businesses, 


ion! 


VI—57 , instil 
VIN IA Lewft NC 
MASON CITY, IOWA 


mples and a 16-page 


erty Control Procran ag 


} 
booklet, 


For More Information Circle No. 473 
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Varlyper 


.vules lines and 
composes type 


in I operation i 


x 


ROUGH PENCILED LAYOUT = FINISHED FORM 
Lines Ruled Automatically by Push Button 


Your VariTypist can take your 
rough penciled layout and 
give you a complete, 
finished form, in- : 

cluding the type , 
matter, directly on 

a duplicating 

master or for offset 
camera. Both the type 

and ruled lines are true 
printer's styles and 

are instantly changeable. 
Varilyper is recommended 
by the world’s leading 
forms designers. 


VARITYPER CORPORATION 
A SUBSIDIARY OF ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


THE MACHINE WITH eeeeaeeoeoeoooooeoeoeeeeee0ee200e0e8ee0e288 
VARITYPER CORPORATION Dept. D-35 
1 i ° ) oO oO 720 Frelinghuysen Avenue, Newark 12, N.J. 
FAC E te, Please send me VARITYPER Booklet D. 
This ‘ad’ was composed 
on the VariTyper. The 
Heads were photo-com- 
posed by HEADLINER, 


For More Information Circle No. 301 





maLlnetic 


VISUAL CONTROL BOARDS 


[sacs renromn ant | 


ouUoIK oom tao oS) 


Make Card and Peg Systems Obsolete 
No fuss . no mess with cards, pegs, 
or other signal devices with ‘‘Maggie’’ 
Control Systems. Permanent colored mag-, 
netic indicators that move with finger-tip 
ease offer the easiest, quickest way to 
chart sales, production, inventories, traffic, 
etc. The first cost is the last cost because 
there are no cards or pegs to replace. 

Packaged kits—board and magnetic 
indicators—begin at $49.50. 
For further information, write to: 


maggie magnetic visual aids corp. 
39 West 32nd Street, New York 1,N.Y. 


For More Information Circle No. 475 
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COPY 
HOLDER & 
LINE SPACER 


$ 1 To 
Tax Inel. 
Line guide extends to 17" 
Holds notes %¢" thick 
Single and double spacing 
Gentle-touch space bar 
Anti-noise cushioned 
Steel construction 
Flat-fold storage 


Companion Cop-e-Ett with manual 
line indicator 87.95 


Slightly higher in the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by: 


RR.) | Ph Ba 8 CE « co. ic. 
FURLONG, PENNSYLVANIA 
For More Information Circle No. 476 
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SMALL DICTATING REEL 


Dictaphone Corp., 730 Third Ave., 
New York.17, N. Y., has developed a 
tiny tape reel to make it easier and cheaper 
for travelers to mail, store and carry tape 
for the Dictet portable voice recorder. The 
reel weighs less than 1% ozs. and is 242” 
in diameter and 7/16” thick. Mailing 


weight for one Dictet reel is only 2 ozs. It 
can be inserted in an ordinary letter en- 
_velope and dropped down standard mail 


chutes. Another convenience and cost- 
cutting factor is small amount of file space 
taken by reel. It is also easier to carry 
on the person, in an attache case or any 
kind of container. Cost of the Dictet reel 
itself is about $3 for 50 minutes of re- 
usable recording. Reel can be used in 
place of standard Dictet magazine by 
snapping an adapter into place and thread- 
ing tape from a loaded reel through the 
adapter to an empty reel which takes just 
a few seconds. For More Information 
Circle No. 117. 


FLOOR POLISH 


Huntington Laboratories, Inc., Hunting- 
ton, Ind., makes Contrast non-slippery, 
wax-free floor polish, developed to prevent 
discoloring or darkening of vinyl, asphalt 
tile, vinyl asbestos, linoleum, terrazzo and 
rubber tile floors. This self-shining polish 
has a water base which will not discolor 
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Ready for increase 
parcel post rates? 


Parcel post rates went up on February 1, 
average increase 17%. This is a good 
time to check your scale. An old, 
inaccurate scale that overweighs— 
wastes money on excessive, unneeded 
postage, more now than ever before. In a 
year the waste can be considerable. 

On the other hand, a scale that 
underweighs can irritate your 
customers who have to pay “Postage 
Due” charges on your packages. 

An accurate, dependable scale is a real 
economy. Pitney-Bowes makes the best. 


Illustrated is the Model 3700 Parcel Post 
Scale with 70 Ib. capacity. Air and surface 
rates are shown for each zone; figures are 
illuminated and magnified by a powerful 
lens, reducing errors, avoiding squinting and 
eyestrain. Lifetime ball bearings maintain 
accuracy indefinitely. Saves time. 

Another model, the S-510 with 10 Ib. 
capacity, shows letter and parcel rates for 
all classes of mail. It registers and levels 
instantly. Chart markings are large, easily 
legible. 

Five other models for letters and parcels. 
Ask the nearest Pitney-Bowes office for a 
free demonstration. Or send coupon below 
for illustrated booklet. 

FREE: Handy desk or wall chart of 
new postal rates, with parcel post :aap 
and zone finder. 


PITNEY-BOWES | PITNEY-BowEs, INC. 


ele 
ean 3482 Walnut Street 


- — e ~ 
Mailing || Stamford, Conn. 
Scales : Send free booklet 0 rate chart 0 
ill 
| 


ini PITNEY-Bowes, INc. Name 


3482 Walnut St., Stamford, Conn. 
Originator of the postage meter... | 
offices in 132 cities in U.S. and Canada. 

For More Information Circle No. 234 
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even pure white floors. It produces a tough, 
glossy finish suited to heavy traffic areas. 
One gallon will cover 2000 to 2500 sq. ft. 
It will not water spot, powder or flake off; 
resists black marks and scuffs. It does not 
require buffing except to renew gloss after 
heavy use. It is easily stripped, when neces- 
sary, although generally the only daily 
maintenance needed is mopping with a 
treated dust mop. It has built-in protection 
against bacterial contamination while in 
storage. For More Information Circle No. 
129. 


CONTENTS CALCULATOR 
Cubic Calculator Co., 88th St. & 73rd 


Ave., Glendale 27, N. Y., offers the Cube 
Master for computing the cubic contents 


of shipping containers. It is made of plas- 
tic, 7%” in diameter and less than 4%” 
thick and handles fractions as easily as 





Fer ya... not agin ya! 


WEAR! 


even on 
chines! 


Yep, Carter’s Carbons work for you! So 
buy ‘em today. You'll find them in one 
of these boxes at your favorite Stationer 


Carter’s can 
outride any other car- 
bon in the territory .. . 
electric ma- 


CLEAN! Carter’s looks Carter's 
out for yore hands. Tries 
not to curl, wouldn’t 
think of smudging. 


Keeps everything clean! 


LOOKS! 
dresses each word in 
its Sunday best — every 
letter starched neat ’n 
crisp. Shucks, it’s the 
purtiest typing in town! 


\AL/ 


ADVERTISED IN 


or Office Equipment Dealer. 
©) THE CARTER'S INK COMPANY, CAMBRIDGE 42, MASS. 


For More Information Circle No. 441 


THe Orrice—March, 1960 





w of Vemnene 
Atl ROL-DEX 


for fast, pli: record handling 


ae roll to the clerk! 


) SMALL volume record handling. The 
RoleDex, Jr. — only slightly larger than a 
wheel file, has the advantages of much 
faster filing-greater capacity-variety of 
card sizes in the same unit-availabilty of 
Rol*Dex, Jr. ©) records to outside reference. Designed for 
Model RS-53 | WS 2,000 to 12,800 records. 


MEDIUM volume record handling. 
Upto 35,000 tab cards in Model RL-73. 
Other models for 5"x3” and 6x4". A 
compact work center with rolling 
work shelf for the seated clerk. 


LARGE volume record handling 

— extra filing space in the RC-Series. 
Will house tab cards (horizontal or on 
end) 8”x5" cards; 6”x4” cards, 5”x3” 


x4 ¢ Model RC-73 
cards and MIB (2%"x3”) cards. 


Sond cog for fr lietre 


Pot. ond Pots. Pending | a 7 ee Sees ess Gees - — 3 
7 WATSON MANUFACTURING COMPANY, Inc. 


_RoleDex Division, Dept O-2, Jamestown, N. Y. ] 
i Please forward literature on ROLe@DEX Standard Units © 


For More Information Circle No. 327 
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§ This sheet 
- won’t pull 
* through 

at holes 


. 


Aico ‘‘Rip-Proof’’ Sheets are reinforced with 

Mylar, Dupont’s new polyester film. So strong that = 

sheets won’t pull through at ring binder holes. So index Tabbing—Six- 

thin that sheets stack evenly without edge build-up de ned a 

to permit trouble-free automatic feeding on all 

duplicating machines. In bond, mimeo and dupli- L rT 

cator finishes. Also in a wide selection of colors. Wis 
At your stationers. 


Iindexes—A complete 
selection of tab styles 


G. J. AIGN ER and colors. Mylar -re- 
COMPANY inforced! 


426 S. Clinton Street « Chicago 7, Ill. 
World’s leading manufacturer of indexing products 


For More Information Circle No. 250 
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whole numbers. Three concentric plastic 
discs are calibrated from 5” to 200”. By 
moving an indicator arrow to specified 
lengths, width and height an exact read- 
ing is obtained in cu. ft. 
curately calculate the board feet in the 
container itself. This is useful in estimat- 
ing shipping container costs. Priced at 
$4.50, it has been accepted for general use 
by the Middle Atlantic Trucking Confer- 
ence, storage warehouses and _ military 
depots. For More Information Circle No. 
202. 


CARD FILES 


Business Efficiency Aids, Inc., 8114 N. 
Lawndale Ave., Skokie, Ill., makes Magne- 
Dex visible card files, using permanent 
magnetic repulsion to separate cards for 
visibility in finding and filing. Tub desk 
files for Magne-Dex visible files have lino- 
leum-covered sliding posting shelves. They 


} 


accommodates 23” trays of standard size 
file cards. Magne-Dex record desks are 
also available. These combination units 
can be expanded as needed and place 
cards where they are instantly accessible 
for reference and posting. For literature 
describing the entire Magne-Dex visible 
line, Circle No. 112. 
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It will also ac-. 


engraved solid brass, bronze or aluminum 


DE SK- nh DOOR markers 


One or two lines, up to 20 letters per line 


Desk Marker bases — solid walnut or solid hard- 
wood with polished ebony finish. 


Door Markers have special adhesive backing, stays 
put on glass, wood, plaster, metal, etc. No screws or 


holes to mar surface. 


Door Marker, 7°'x1" 

Aluminum, Style DOA $1.95 ppd 
Brass, Style DOB 2.95 ppd 
Bronze, Style DOZ . . 3.95 ppd 


Desk Marker, walnut base 85s°°x 2 
Aluminum, Style DEAW $2.95 ppd 
Brass, Style DEBW. . 3.95pp¢ 
Bronze, Style DEZW . 4.95ppa 


“7 
ZR 
_ JOHN REYNOLDS 


7 lca tg ae 

Desk Marker, ebony base 8%"'x 2 
Aluminum, Style DEAE $2.95 ppd 
Brass, Style DEBE 3.95 ppd 
Bronze, Style DEZE . 4.95ppd 


FAST SERVICE — WE SHIP 
WITHIN 48 HOURS 
SATISFACTION GUARANTEED 
OR YOUR MONEY BACK 


Business buyers — write today on your letterhead for free 
sample, full-color catalogue and quan- 
tity discounts. 


ENGINEERING ECOMPAN Y¥—— 
422 Spear Bldg., Colorado Springs, Colo. 
For More Information Circle No. 406 





oncevou TRY | 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SoRTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 


easier. Long lasting supply... 


50¢ 


At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept. 0-3, 2736 Lyndale Ave. So., Minneapolis, Minn. 
For More Information Circle No. 407 
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MW W Daper. . 
Welder: 





Fastens Paper Using Nothing 


But the Paper Itself! 
° No Refills * No Bulky Files 
° No Clogged * Paper Easily 
Machines Unlocked, No 
° No Staples to Tearing 
Remove * Welded Papers 
Lay Flat 
It Costs Nothing To Press The Handle 
A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 164 paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 
PAPER WELDER,INC. Medina, N. Y. 
For More Information Circle No. 468 





NIPPO 
CHECK WRITER 


Indelibly prints 
Just the same 
as a big 
machine 
costing up < 


HINE INDUSTRY CO 


Nishi-ku ‘Yo kol 


hama, “ee 





| writing surface. 








For More Information Circle No. 469 


234 


GLASS PARTITIONS 


Modern Partitions, Inc., Holland, Mich., 
has developed glass panels that afford in- 
side offices the appearance and feel of 
offices receiving direct outside light. The 
company makes Ful-Lite panels for use 


ead 
with any of its partitions: executive, 
acoustical or budget. Use of one or more 
Ful-Lite panels is said to give the impres- 
sion of an office with outside light. Panels 
are available in clear or decorative glasses. 
For illustrated catalog, Circle No. 221 


CONTROL BOARD 


L. D. Blehart Co., 10 Fiske Place, 
Mount Vernon, N. Y., offers the Vis-U- 
All control board which has an erasable 
It consists of a 36” x 24” 
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CT-) it op, 4 ok OL OM A COLO) 8) [-1) 


ade) anim cele ame lia-renam olarant 
copy machine with... Patapar. 
ee Oe TRANSLUCENT MASTERS 


e SHARP enough for the Board of 
Directors 


e FAST enough for the busiest 
executive 


e INEXPENSIVE enough for the 
smallest budget 





e From the most detailed engineering 
drawing to typed or handwritten re- PATERSON 


ports, every line is clearly reproduced 8) 
in seconds with Patapar Translucent “ i : ARCH MENT 
Parchment masters. , 
Save time, save dollars and add ‘ 4 PAPER CO. 
greater efficiency to your Office. BRISTOL. PA 
Write for samples of Patapar Trans- 
lucent masters. They’re available in a 
range from lightweight to rigid card 


PATERSON PARCHMENT PAPER COMPANY, Bristol, Pennsylvania 


Please send me sample kit and information about Patapar® Translucent Masters. 





e 
(PLEASE PRINT) 
Title 





Company. 
Address 

















ror More Information Circle No. 262 
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The 


olfelel=3) 
aalalelisss 

Ta 
esate 

















for CALCULATING 


ry 
ADDING - ACCOUNTING 


A DIV IN OF LITTON INDUSTRIES ae DATA PROCESSING MACHINES 


For More Information Circle No. 422 
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piece of white plasticized wood with 1” x 
1” black-line grid, in a 1” frame. Board 
can be written on with black or colored 
china pencils; and printed headings, let- 
ters, numbers, dates, symbols, etc., are 
supplied with pressure-sensitive backing. 
Also supplied is a bottle of Kleen-Aid for 
erasing large areas of the board. The 
complete Vis-U-All kit is $24.50. For 
More Information Circle No. 109. 


FOLDING DRAWING TABLE 


N. V. Handelsonderneming Stala, Zijl- 
weg 1, Haarlem, Netherlands, makes the 
Rista Kappa folding drawing table for 


engineers, artists and others who work 
where space is at a premium. It can be 
folded away in a few seconds and weighs 
only 30 Ibs. When collapsed, it is 48%” 


One girl addresses ..ore than 
2,000 media daily with this 
uniquely effective hand size 
machine. 

Put addresses or short mes- 
sages on envelopes, labels, 
statements, postal cards, litera- 


ture, etc. 
Price $22.50 


tsi) 


Thousands in use coast to 
coast by stores, restaurants, 
independent businessmen, 
salesmen and others with 
addressing jobs to do. 


Send for literature to 


ViSlIrecord Inc. 


375 Park Ave., New York 22, N.Y. 
For More Information Circle No. 455 
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Make paper handling 


easier and safer 


Get ADVANCO 


punchless paper holders 


The perfect loose-leaf binder fot 
all sorts of papers. Excellent for 
keeping papers together in your 
files, on your desk or in your brief- 
case. Works with fingertip pres- 
sure. No wires. No coil springs. 
Never loses shape. 

No holes to punch—no holes to 
tear. Easily insert or remove sheets. 
Your papers are in order, safe— 
the Advanco clip bulldog-grips 1 to 
150 sheets. Only 2 parts—lasts in- 
definitely. 


ASK YOUR STATIONER! 
If he doesn’t carry Advanco, 


write us NOW for name 
of dealer nearest you. 


ADYACo 


MADE IN U.S.A REG. U.S. PATENT OFFICE 


ADVANCO PRODUCTS, INC. 
76-05 51st Avenue, Elmhurst 73, N. Y. 





For More Information Circle No. 459 
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Will moisten labels 
up to 5%4” wide! 


Speeds up mailing operations 
for every one of your customers! 
e Takes any paper thickness 

e large water capacity 

@ Wick roller action 

e Perfect for labels, envelopes, stamps 


5 slightly higher, west of Rockies 


Model “DG” Double Gummed 


Label Moistener $6. 50 


Model “C”  Moistener $5.00 





Glue@ fast 


Glue-Fast Equipment Co., Inc 
9-K White Street New York 13, N. Y. 











For More Information Circle No. 470 
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high and 4” deep. Telescopic tubes in the 
frame allow instant and precise adjust- 
ment to any desired position at varying 
heights. Handles for fastening and loosen- 
ing tubes are chromium finished. Foot- 
rests are covered with black plastic. For 
More Information Circle No. 197. 


TABLES 


Selpro, Inc., 804 Northwestern Bank 
Bldg., Minneapolis 2, Minn., makes Tavo- 
lino tables custom crafted to any specifica- 
tions. A blend of contemporary styling 
and durable construction, they offer un- 
limited design possibilities. Top materials 


such as Marlite, Texolite, Micarta and 
Formica, in various colors and patterns, 
are available. Legs and frames are finished 
in harmonizing shades, and matching glides 
protect floors and covering. Strength is 
insured by the use of 1” x 1” x %” steel 
angle frames welded to 1” square legs of 
14-gauge steel. Tops are bonded to dimen- 





AMERICA’S AMAZING NEW “‘SELF-SELLING’’ CHAIRS! 


"Rock-It 88" 


‘PENDULUM MOTION” 


OFFICE CHAIRS 


FOR EXTRAORDINARY COMFORT! 


* WAL AVER FEATURE OPTIONAL 


scre® 5495 — WHEN PROSPECTS SIT, THEY'RE SOLD! 


RICHCRAFT FURNITURE CORP. 
P. O. Box 2353 Tulsa, Oklahoma 


For More Information Circle No. 471 


THe Orrice—March, 1960 








NEW LOW-COST WAY TO RAISE OUTPUT 





MACHINE LOADING 


SIRE AG 
























































Acme Visible Planning Panels make it 
easy to stay on top of your shop 


Timing is the essence of high produc- 

tion at low cost. And Acme Visible Ne VISIBLE 
Panels make it easy for you graphically iF Aasae Vietkte Records, inc. 

to plan, schedule and follow through J 2203 West Allview Drive, Crozet, Va. 
every job. Machine loading. Personnel please send free booklet on produc: 
assignment. Shipping. Data cards in §§ tion planning and control panels. 
pockets keep essential facts at your 
fingertips. Visible margins portray your 
scheduling and work progress at a gj company 
glance. Send for full facts. 














& NAME 
i 





a ADDRESS 





CITY STATE 
OR BE se 





| 


For More Information Circle No. 320 
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SEE SARANSPUN AT THE NOFA SHOW, MARCH 11, 12, 13 
SPACE NO. 356, CONVENTION AUDITORIUM, ATLANTIC CITY 


SARANSPUN 





fabrics are converted by 


MEAD & MONTAGUE, INC. 


245 FIFTH AVENUE 
NEW YORK 16, N.Y. 


THE GEORGIA COMPANY 


276 FIFTH AVENUE 
NEW YORK 1, N.Y. 


. . - AND DISTRIBUTED THROUGH: 


CALIFORNIA 

Geffman Fabrics 

950 Santee St., los Angeles 
Peerless Curtain Mfg. Company 
1047 Santee St., los Angeles 
Peerless Curtain Mfg. Company 
$75 Mission St., San Francisco 
Jack H. Perle Company 

2414 S, Broadway, Los Angeles 
COLORADO 

Columbine Mfg. Company 

1250 Broadway, Denver 

The Paowley Company 

26th & Walnut Sts., Denver 
GEORGIA 

Carole Textiles 

906 Ellis St., Augusta 

ILLINOIS 

Clork Linen & Equipment Company 
303 W. Monroe St., Chicago 
Dazions 

125 N. Wabash, Chicago 
Hoag Brothers 

Box 272, Skokie 

lussky, White & Co 

214-216 W 

LOUISIANA 

C. Bel for Awnings 

3139 Tchoupitoulas S$ 
MARYLAND 

C. E. Bridde!! Company 

2800 Hampden Ave., Baltimore 
MASSACHUSETTS 

Duggan Simmons Company 

131 Portland St., Boston 
Andrew Dutton Company 

60 Canal St., Boston 

Seaveys Incorpora 

38 Emerson St 

MICHIGAN 

Decorative Mills 

14217 Fenkell, Detroit 
Morganroth Fabrics, Incorporated 


7329 W. McNichols RWd., Detroit 


MINNESOTA 


B. H. Ritterhoff 
600 First Ave. N., Minneapolis 


MISSISSIPPI 

Woolley Brothers 

411 S. State St., Jackson 
MISSOURI 

Prairie Pro 
617 Wyan 
NEW JERSEY 

S. Radin & Sons 

209 Straight St., Paterson 


ducts Company 
dotte, Kansas City 


Krupnick Brothers, Inc. 
386 Brood St., Newark 


NEW YORK 

A. & J. Shade Company 

37 Franklin St., Buffalo 
Frank Niering & Company, Inc 
33 S. Robinson Ave., Newburgh 
Crea-tex Corporation 

387 Fourth Ave., New York 
Dazians 

142 W. 44th St., New York 
Jofa, Incorporated 

45 E. 53rd St., New York 
Greeff Fabrics 

4 E. 53rd St., New York 
Kravet Fabrics 

104 E. 25th St., New York 
Melco Fabrics 

7 W. 29th St., New York 
Erbun Fabrics 

19 E. 21st St., New York 
Moharam Fabrics 

130 W. 46th St., New York 
Naco 

291 Grand St., New York 
Rolay Fabrics 

118 E. 28th St., New York 
F, Schumacher & Company 
60 W. 40th St., New York 
Stroheim & Romann, Inc. 

35 E, 53rd St., New York 


For More Information Circle No. 


J. H. Thorp 

Grand Central Station, New York 
Jud Williams, Incorporated 

18 E. SSth St., New York 
OHIO 

S. M. Hexter Company 

2810 Superior Ave., Cleveland 
Payne & Company 

3500 Kettering Ave., Dayton 
OKLAHOMA 

Fabricut 

1506 S. Utica, Box 3566, Tulsa 
PENNSYLVANIA 

Basset McNab Company 

1032 Arch St., Philadelphia 
Croydon Fabrics 

1926 Arch St., Philadelphia 
leedes Fobr -$ 

1318 Arch St., Philadelphia 
Decorators Industries 
2106 Penn Ave., Pittsburgh 
TEXAS 

A. F. Schmalzried & Company 
2650 Main St., Dallas 

Carl E. Williams 

4304 La Branch, Houston 
WASHINGTON 

Phil Youdene Company 
919 Olive Way, Seattle 
CANADA 


A. B. Caya 
Kitchener, Ont. 


Cavers Fabrics, ltd. 
60 Front St. W., Toronto 


Arthur Sanderson & Sons 
31 Teraulay St. Toronto 


SAICANSPUN 


TRACE MARK 





THE DRAPERY FABRIC THAT COMBINES GLAMOROUS BEAUTY 


WITH AMAZING LONG LIFE AND RUGGED RESISTANCE TO WEAR 


SARANSPUN 


FF 
FLAMEPROOF 























MOTHPROOF 
—_ 


PHOTC RESEARCH AND DEVELOPMENT BLC NATIONAL STEEL RP WEIRTON, W. VA 





SARANSPUN offers Telare] Th Z-Me late MMastollall-talelala I -14¢elalelas\ MuleMialel 1-11 OMlalel? siilclL San taalele 
every type of commercial or industrial installation. Never fragile, never brittle 
SARANSPUN will take no end of ‘beating’ without cracking, flaking or even showing 
signs of abuse. SARANSPUN fabrics are made of 80% solution-dyed saran fibers and 
20° solution dyed viscose—a blend that assures greater fade resistance. In a wealth 
of decorative prints and a host of striking solid colors, SARANSPUN represents a revo 


lutionary advance in the development of carefree drapery fabrics 


SARANSPUN SARANSPUN WOVEN BY: J. P. STEVENS & CO., INC. 


ft THE NATIONAL PLASTIC PRODUCTS COMPANY 


80% SARAN 
20% VISCOSE RAYON 


SARAN FIBERS PRODUCED BY THE FILAMENT AND YARNS Divis F 


ODENTON, MARYLANI) 


MANUFACTURERS OF NEVAMAR DECORATIVE LAMINATES 











Moline” 


The high-speed, easy-to-operate Olivetti 
Divisumma 24, the calculator with a mem- 
ory, provides printed proof of all operations. 
By automatically retaining intermediate 
results (including quotients), it eliminates 
manual re-entries and reduces errors. There’s 
an Olivetti branch or dealer near you. 
Olivetti Corporation of America, 375 Park 
Avenue, New York 22, New York. 


olivetti 


Information Circle No. 260 





sionally stable particle board and precision 
tailored to fit the frames. Net prices on 
standard Tavolino tables range from ap- 
proximately $48.90 for a 16” x 24” model 
to $84.80 for a round unit 36” in diameter. 
Discounts for quantity purchases. For liter- 
ature, Circle No. 142. 


GAS INCINERATOR 


Majestic Co., Huntington, Ind., offers a 
4-bu. indoor gas incinerator for light com- 
mercial installations. The unit, known as 
Model C, is designed for use in office 
buildings, banks, small institutions, clinics, 
doctors’ offices, etc. It consumes all burn- 
able refuse includ- 


Maximum combustion efficiency is attained 
by a top 7” flue pipe opening and scientific 
design of air intakes and direction of gas 
flame impingement upon the refuse charge 
being burned. Construction is of heavy 
gauge steel. Combustion chamber is made 
of 4%” steel plate. Insulation of entire unit 
is of thick fiberglass faced with foil to re- 
turn maximum heat to combustion cham- 
ber. Grate and top cover are cast iron. 
For More Information Circle No. 186. 


TAX EXPENSE RECORD 


Proov-It Co., Box 1677, Lake City Sta., 
Seattle 55, Wash., offers its handy “prove- 





ing wet and dry 
garbage, paper 
trash, sweepings, 
rags, yard clip- 
pings, garden 
prunings and_ all 
organic materials. 
Has full approval 
of American Gas 


TABULATING CARD GUIDES 


FOR 


AUTOMATED 
SYSTEMS 


We manufacture a wide 
line of Tabulating Card 
Guides in plain, flat, 
double insertable cellu- 
loid, metal and flat 
angled insertable cellu- 


loid tabs. 


Card Guides available 
in Pressboard or Vulcan- 


ized Fibre stock. 


DEALER 


Assn. An automat- 
ically-timed burner 
regulates firing. A 
selector dial, with 
wet, medium or 


dry setting, deter- 


WRITE FOR BROCHURE 


mines timing for 
each individual fir- 
ing. Cycles run up 
to four hours. 
BTU input is 45,- 
000; pilot gas in- 
put, 1100. 


NO. TA-2 


SMEAD MANUFACTURING CO. 
HASTINGS, MINN. 


For More Information Circle No. 391 
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This one low-cost, easy-to-use machine 


... at the heart of Automatic Keysort Data Processing 


What you see here is the Keysort Tabulating Punch—the only 
complete punched-card processing machine in the business 
world. It is the only machine you require to automatically tabu- 
late vital figure-facts on every phase of operation for fast, 
accurate management reports. No special training is required 
for operation, and the machine imposes no restrictions on 
present accounting procedures. Rental is less than $100 a 
month. Your nearby Royal McBee Data Processing Representa- 
tive will be happy to arrange a demonstration. For complete 
information, call him or write Royal McBee Corporation, Data 
Processing Division, Port Chester, N. Y. for brochure G-39. 


ROYAL MCBEE : data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 283 
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the-expense” booklet. Designed by an ex- 
perienced tax consultant, Proov-It booklets 
provide an_ easy-to-keep, easy-to-prove, 
record of expenses for income tax records. 
Each page is in the form of an actual 
receipt which is made out, signed and au- 
thenticated at time of a purchase. Pocket- 


Prove id 
zs, 

Lt... aX 
asouct YOUR 


ord pect vant = 


~nneneent ~ 


size books are easy to carry and con- 
veniently fit into a billfold. Priced at 15c 
each, booklet contains approximately a 
month’s supply of receipts. For free sam- 
ple booklet, send self-addressed stamped 
envelope. For More Information Circle 
No. 177. 


MACHINE BELT DRIVE 


Raybestos-Manhattan, Inc., Manhattan 
Rubber Div., Passaic, N. J., announces the 
Poly-VJ_ belt, designed for high-speed, 
small-pulley, power transmission applica- 
tions. It will operate over sheaves as small 
as 0.8” pitch diameter. Pitch lengths range 
from 8” to 98”. Designed to deliver power 
with less belt width than required with a 
standard belt drive. Has a single endless 
rubber belt with a series of parallel V-ribs 
molded lengthwise around inside circum- 
ference. Sheave grooves mate with the belt 
ribs, and load is evenly distributed across 
the full width of drive member. The prod- 
uct has been successfully tested in various 
applications, including office equipment. In 
addition to economy of operation, manu- 
facturer claims it requires less space, gives 
outstanding performance with — small 
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“OFFICE 
AIDS OFFER MORE 


value, features, profit! 


IDEAL SANITARY MOISTENERS. = Lick 
moistening problems easier, faster, bet- 
ter. Free-wheeling roller operates si 
lently, unfailingly. Complete line 


“Build Up'’ Horizontal! 
Desk Tray. In letter and 
legal sizes; colors. 


Flexible Steel Kleradesk 
—Moael D. Occupies min 
imum desk space 


Adapto-Rack 
Sectional 
Organizer 


Flexible Steel 
Kleradesk — 
Model 6V 


File-A-Sist 


‘*Capillary Action’’ No-Over-Flo 
Handi-Pen Sponge 
Desk Sets Cup 


Cata-Rack 
for Catalogs 
and Books 


Write today for full information and prices. 


12-3 Sengbusch Building 
Milwaukee, Wisconsin 
For More Information Circle No. 464 
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sheaves, provides quiet vibrationless drive, 
positive tracking, durable operation, small 
mounting clearance and takeup require- 
ments, overload slip protection, and good 
resistance to heat and oil. It is recom- 
mended for any belt drive application ex- 
cept where variable pitch or adjustable 
sheaves are required or where positive 
speed ratios are essential. Advantageous 
where small sheaves are necessary, and for 
high speed application (10,000 fpm or 
rpm). Flexible enough to operate easily 


over small sheaves with high efficiency. 
Available only to equipment manufac- 
turers. For More Information Circle No. 
205. 


MAGAZINE RACK 


Smith Systems Mfg. Co., 212 Ontario 
St. S. E., Minneapolis 14, Minn., offers a 
general magazine and literature three-shelf 
rack to hang on a wall or stand on a 
counter. This 18” wide, 40” high and 12” 

deep rack has 
movable partitions 
which make order- 
ly separations for 
literature of any 
widths up to 9”. 


From any 
Point of View... it’s 


BENTSON : 


OFFICE FURNITURE 


People have different ways of looking at things. But, your 
your secretary, and you will 
agree on Bentson! Whether you choose compact modular 
furniture (above) or any other style, Bentson quality equip- 
ment will dress up your business. And, you can be sure it’s 
sharp, clean lines will never go out of date! 


office manager, your P. A., 


BENTSON MFC. CO. 


655 Highland Avenue, Aurora, III. 
TW inoaks 7-9237 


Its small base size 
(18” x 12”) and 
flexibility of 
compartments 
make it convenient 
for storing and dis- 
playing magazines, 
pamphlets, enve- 
lope enclosures, 
travel folders, road 
maps, etc. in or- 
derly fashion in 
limited space. The 
rack is all steel, 
finished in tan 
baked enamel. For 
More Information 
Circle No. 203 


For More Information Circle No. 395 
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MIRACLE FILE 


cuts record retention costs 
75% in equipment — 300% in space 


The unique Paige Miracle File is a totally new con- 
cept in efficient and economical semi- and inactive 
record retention, designed to utilize full floor to 
ceiling space. 








UNIQUE—because it ships flat; automatically pops 
up ready for use with no taping, stapling or stitching. 


UNIQUE—because it folds flat again for reuse. 


Ea, UNIQUE—because one piece of heavy corrugated 
board forms a “box within a box’’ with TRUE double- 
walled, double-floored, eight-corner construction, to 
provide unmatched rigidity and stacking strength. 





POPS UP 1-2-3 UNIQUE—because it is light, durable and portable. 


Easy to lift and move by its comfortable hand holds; 


FOR IMMEDIATE USE - er holding all the weight a 
CLOSES FLAT oa 
FOR STORAGE AND REUSE 
THE PAIGE COMPANY, 114 East 32nd Street 


é% h e New York 17, New York 
Pp a G E Please send me the Miracle File Brochure. 
Ore) ie any =a oem 


114 East 32nd Street 
New York 17, New York 


Mail the handy coupon for complete information. 


COMPANY 
STREET _— 


CITY __ZONE___ STATE__ 
For More Information Circie No. 364 
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THE HALL-MARK 


OF QUALITY 





CARBON PAPERS- INKED RIBBONS 
DUPLICATING MACHINES & DUPLICATING SUPPLIES 


‘ues, Gide hd ine eadllw om. OLD TOWN CORPORATION 


ne tee nes Pee IRE Fem nr a wevite: 


750 Pacific Street, Brooklyn 38, N. Y, 


_ Wertd's Foremost Makers of Corboos, Ribbons, Duplicators and Dupliceting Supplies. 





M/PR CARBON RIBBONS OF MYLAR* 


Unsurpassed writing quality, unexcelled strength. 


Exceptional results for 


XEROX COPY WORK 


OFFSET PLATES 


PHOTO COPYING 


*DuPont’s trademark for Polyester Film 





oem PLASTI-KLEEN * NEW, SUPERIOR PENCIL CARBON 


For all handwritten applica- 
tions. Long wearing, brilliant 
write, multiple usage, smudge- 
resistant. Sheets, rolls and 
register rolls. 





CBP Cobalt Blue Process CLEAN 


OLD TOWN popular 
priced MODEL 10 
SPIRIT DUPLICATOR 


DUPLICATING CARBON 


Clean handling. 300 & more 
perfect copies. Works on any 
duplicator. For  tabulators, 
teletypes, high speed printers, 
automated machines. Works 
with all spirit duplicating pa- 
pers, fluids and machines to 
achieve outstanding results. 





SPIRIT 
DUPLICATING 
MACHINES 

Easy to use—Service 


Free—Hand and Elec- 
tric Models 





For More Information Circle No. 379 
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CLOTHES RACK 


Barlin Sales Inc., 17 S. Cherry St., 
Akron 8, Ohio, announces Burrell coat 
and hat racks made in two models: 6- 
hanger style AR6, and 12-hanger style AR 
12. Each has three separated hat shelves, 
umbrella holders and drip trays, in- 
dividual hardwood hangers. Model 12 has 


Tw 


a shelf for overshoes. Burrell racks are 
made to GSA specifications in long-last- 
ing gray baked enamel finish. Each unit 
is individually packaged in knocked down 
shipping container to save on freight 
charges. Can be assembled in minutes with 
only a screwdriver. For More Information 
Circle No. 157. 


ADDER FOR TWELFTHS 


Addo-x, Inc., 300 Park Ave., New York 
22, N. Y., offers the Feet-Inches machine 
for also figuring dozens and units, gross 
and dozens (without units) or shilling and 
pence. It has applications in steel plants 
and steel supply houses, lumber yards, the 
garment industry, banks, export-import 
firms, and other places where the basic unit 
quantity is divided in 12ths rather than 
10ths. Carryover to the second column 
from the left is effected when first column 
to the left exceeds 11. To use this machine 
for adding in whole numbers, one zero is 
added with each entry. Circle No. 169. 


THE Orrice—March, 1960 


SCRAPBOOKS, photos and papers of all kinds 


Just insert pages and punch, then pick a colorful 
binding tube from the spin dial base, snap into 
place Other models: 3-hole kit—$17.90; 4-hole 








200 Hudson St., N.Y.C. 








Two-hole 
kit (shown) 


FOR BINDING OFFICE RECORDS, LETTERS, 


in seconds! So handy . for home and office 


kit $29.90 
Write for free booklet to Dept. OM 


TAUBER PLASTICS, INC. 
WO 6-3880 
For More Information Circle No. 423 








Ne) 9) 3 am 


ail Cont! “3% 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 
Both baskets are re- 


movable. 


BASKET SIZE—(Upper) 17 '/.x25x11; (Lower) 17 '/.x25x8 
FRAME—High Polished Aluminum @ BASKETS REMOVABLE 
SHIPPING WEIGHT—33 Ibs. @ PRICE—-$47.50 @ TERMS 
1% 10 days, net 30 days @ F.0.B. Detroit 

File folders to fit guide bors — $.24 ea. 


Write for free brochure — or, better still — order today! 


Chesley Industries, Inc. 


24777 Telegraph Road, Detroit 41, Mich. 





~ For More Information Circle No. 424 
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LETTEREX MANIFOLD CARBON PAPER SETS 


eloped LETTEREX (t 


enient FLIP-TIP featur either imprint 


LETTEREN is also stoch 


he famous “LETTEREX-Tiy 


improvement will make LET- 


eve 


*Potent Applied for 
} More time-sa and plea 
f Us eh J 
eee a in her ‘ 
| . Drie, tn d ‘ 
' n , ur 
‘ ed J ~ 
r Drom mph 


Washington 24, D. C. 


THE PIONEERS of DISPOSABLE CARBONS for BUSINESS LETTERS ! 


For More Information Circle No. 263 
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COMPUTER ACCESSORIES 


Bendix Computer Div., 5630 Arbor 
Vitae St., Los Angeles 45, Calif., has is- 
sued a single-page data sheet describing 
three paper tape accessories for the Bendix 
G-15 digital computer. Included are the 
PR-1 Auxiliary Photoelectric Paper Tape 
Reader, PR-2 Multi-code High-Speed Tape 
Reader, and PTP-1 Auxiliary Paper Tape 
Punch. These units add greater versatility 
and expandability to the G-15. For a copy, 
Circle No. 214. 


USAF CONTRACTORS’ MANUAL 


Filmsort Co., 900 Bush Ave., Dept. 42- 
5W, St. Paul, Minn., presents “Standardiza- 
tion that Works,” an eight-page illustrated 
manual, detailing how the USAF Air 
Materiel Command converted engineering 
drawings and data to microfilm mounted in 
aperture cards. This has been reprinted by 
Filmsort, a division of Minnesota Mining 
& Mfg. Co., from its publication, “Film- 
sort Facts.” The manual is of importance 
to all Air Force contractors since new con- 
tracts require submission of engineering 
data on microfilm and punched cards. For 
a copy, Circle No. 213. 


IMPRINTING 

Pitney-Bowes, Inc., Walnut & Pacific 
Sts., Stamford, Conn., describes methods 
by which firms can cut the concealed costs 
of imprinting on forms, paperboard and 
cartons in a booklet on the Tickometer 
and heavy duty Model 4800 imprinter— 
two high speed machines that handle a 
wide variety of business imprinting jobs. 
High clerical costs, the booklet points out, 
are often a hidden part of a firm’s imprint- 
ing expenses. Also costly are handstamp- 
ing variable information on labels or 
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packaging, and pre-printing and storing 
large inventories of these forms. The two 
Pitney-Bowes machines are shown to cut 
costs of imprinting, storage and labor, and 
provide users with freedom to mark, code, 
date, sign, cancel, label or otherwise count 
and imprint paper and other forms quickly 
and inexpensively. For the free booklet, 
Circle No, 208. 


PROPERTY CONTROL 


Metalcraft Inc., 1619 S. Federal, Mason 
City, Iowa, presents a five-step plan for 
organizing a property control system and 
putting it into action in the comprehensive 
i6-page booklet, “How to Plan a Profitable 


Property Control Program.” Booklet 
stresses the growing importance of prop- 
erty control today, fixes responsibilities for 
smooth operation of the system, and de- 
scribes eight benefits resulting from an 
efficient program. Component parts of the 
plan include property tags bearing com- 
pany identification and a serial number to 
be affixed to all furniture, fixtures and 
equipment, plus individual illustrated rec- 
ord cards for recording pertinent data 
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Recessed metal hinge can't scratch 


No jump! 
No snap! 


Rings gently 
s-l-i-d-e apart. 


Steel hinged 
sheet lifter 


carries the 
sheets freely 
over the rings 


— no wear on 
punched holes. 


Users of ring binders are fast swing- 
ing over to the Faultless S-O! Why? 
It’s more efficient — saves time! 
Rings open wide for easy insertion 
of sheets. 20% more sheet capacity! 
Lies flat! Positive locking rings, 
plus many other great features! 

Before you decide, be sure to ask 
your office supply dealer to show 
you the FAULTLESS S.-O, it’s 
amazingly different! 


STATIONERS LOOSE LEAF COMPANY 


246 E. Chicago Street, Milwaukee 1, Wis. 
114-116 East 13th St., New York 3, N.Y. 


For More Information Circle No. 402 


about each asset. Descriptive literature and 
a “try before you buy” kit of serially num- 


| bered Autographs, adhesive-back, alumi- 


num property tags designed and manu- 


| factured by the company, will be sent with 


the booklet. For the kit, Circle No. 218. 


MICROFILM INDEXING KIT 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., announces an index- 
ing kit and instruction booklet to provide 
an easy step-by-step method for fingertip 
accessibility of records on microfilm. Based 
on more than 30 years of experience in 
the microfilming field, the indexing kit pro- 
vides for easy organization of files to be 


filmed, together with the reference targets 
to properly organize the material on film. 
It can be used with nearly any type of 
microfilmer. Included in the kit are flash 
cards, targets, camera operator’s certifi- 
cates and other useful forms for locating 
microfilmed items. Neatly packaged for 
quick reference, the kit and instruction 
booklet is $7.50. 


MAIL HANDLING EQUIPMENT 


Cutler Mail Chute Co., Rochester, 
N. Y., offers a 12-page catalog describing 
and illustrating mail handling equipment. 
The booklet covers mail chutes, mail 
boxes, lock type letter boxes, and mail- 
room equipment. Advantages of the vari- 
ous models are listed. For a free copy, 


| Circle No. 196. 
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PARTS CORPORATION 


ROY HAUGEN, 
PRODUCTION-CON- 
TROL MANAGER, 
The AP Parts 
Corporation. 


15,500 cards punched 
monthly. 


A NATIONAL SYSTEM gives this well-known parts manu- 
facturer immediately accessible Production Control 
records and greatly reduces month-end reporting time 


“Our Wiattonal System 
with Punched Card Coupler 


returns 52% on our investment 


each ear | 9__The AP Parts Corporation, Toledo, Ohio 
y e ‘ta leading Replacement Muffler Manufacturer’ 


**Before installing a new accounting system, we made 
a thorough study of our accounting procedures based 
upon very exacting requirements. Our decision was to 
install two National Class 32's with Punched Card Cou- 
plers. Now we are pleased to report that our data proc- 
essing procedures are greatly improved. 

**Because of the up-to-date records made possible by 
our National System, peak work loads have been re- 
duced to ‘a minimum—month-end reporting time short- 
ened from 6 to 2 days. Thanks to the Punched Card 
Couplers, over 15,000 cards are punched monthly which 
give us finished inventory and frequency of cancellations 
by type of product. In addition, these cards highlight 
critical items and give us month-to-date sales compar- 
isons—a valuable aid to proper forecasting. Our Na- 


THE NATIONAL CASH REGISTER COMPANY * Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 


tionals also permit prompt reply to customer inquiries 
on shipment availabilities and quickly denote any need 
for warehouse transfers. 

“The value of our National System cannot be over- 
stated. Our National System saves us 52% on our in- 
vestment each year."' 

," 
Y 2 
J OU fealty te 


at 


Production-Contro! Manager, 
The AP Parts Corporation 


* TRADEMARK REG. U.S. PAT. OFF. 


MWialional” 











76 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 266 
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POW EVERY TIME with the 


ig ELECTRO POINTER © 


gl 


ta fa 


World's Finest Electric 
Pencil Sharpener 


Electro Pointer sharpens 
instantly . . . automatically 
. without loss of time, 
effort and materials. Puts 
a perfect point on any 
size wooden pencil... 
won't “eat up” your 
pencil like out-moded 
hand sharpeners often do. 
You can Sharpen your 
entire stock of pencils in 
one effortless operation. 


Try it, and you'll buy it . . . The Electro Pointer sells itself! 


PROVEN FOR 
MORE THAN STILE-CRAFT Mfg. 
16 YEARS 1825 MACKLIND <- ST. LOUIS 10, MO. 


For More Information Circle No. 281 
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EMBOSSED PAPER 


Wausau Paper Mills Co., Brokaw, Wis., 
presents its latest roll-embossed fancy 
Snow Crest finish on Everest Text and 
Brokaw Opaque Offset in a colorful bro- 
chure with matching envelope. This speci- 


men piece graphically illustrates the beauty 
and dimensional effect achieved by using 
this embossed finish for magazine inserts, 
direct mail and similar advertising mate- 
rial, whether it be printed in line or half- 
tones in four colors or black-and-white. 
For a free copy, Circle No. 207. 


LIBRARY SHELVING 


Deluxe Metal Products Co., Warren, 
Pa., offers a bulletin describing its mod- 
ern line of colorful products for the li- 
brary. The ten-page catalog illustrates, in 
full color, library installations of Deluxe 
library shelving and other items that blend 
with other interior furnishings. Color fac- 
similes of the four standard Plastelle baked 
enamel finishes—sandalwood, mist green, 
canyon coral, and office gray—are shown. 
Other colors are available to customer spe- 
cifications. Accurate color swatches are 
available upon request. The booklet de- 
scribes open and closed type library shelv- 
ing, counter-height shelving and acces- 
sories. It introduces new Deluxe library 
products and describes Deluxe shelving 
features such as the boltless shelf bracket, 
finished end panels, and cornice tops. Com- 
plete ordering information is included. For 
Bulletin H-1593, Circle No. 212. 
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IN QUALITY 

ERS] IN PERFORMANCE 
ATLAS 

VERTICAL FILING SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES e OFFSET PLATES 
STENCILS @ SKETCHES © ARTWORK 
MASTERS © X-RAYS 
ATLAS HANGERS AND CABINETS 
Only Atlas manufactures a complete 
line of cabinets and hangers in 112”, 

14”, 18”, 22”, and 24” widths. 

DNP Hangers (illustrated)—for offset 
plates and negatives 

SH Hangers—for serrated edge offset 
plates 

PH Hangers—for pinhole edge offset 
plates 

‘PSC Hangers—for straight edge plates, 
negatives, stencils 

DSH Hangers—for standard stencils 

DGR Hangers—for foreign heading 
stencils 

File-Grip (TM) Hangers—for large off- 
set plates, blueprints, maps, etc. 


Write For Complete Literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 





For More Information Circle No. 399 








NOW! 


WITH 


QUICK 
SILVER Sy 


a completely new photocopy process 


p------------ 


| 
| 
| 
| 
| 
| 
i. 


256 


In 25 seconds, for only 5¢ each, you can 
now make paper negatives for burning 
in sensitized plates... paper, plastic, 
aluminum or zinc. There is no faster or 
cheaper method on the market! 


Compare this with the cost of making 
a film negative using your own equip- 
ment: the film alone costs twenty-five 
cents; developing material is additional. 
And, it takes about 30 minutes! If you 
send out to have a negative made the 
cost is about $1.50; $2.50 to have a 
plate made outside. 


With Quick Silver in your office, you 
can make your negative in less than 
half a minute! No phone calls to out- 


Make paper negatives for 
offset plates...only 5 cents each 


...right in your own office 


side suppliers; no waiting for pick-up; 
no waiting for delivery. Quick Silver 
negatives have high fidelity, can be 
opaqued, stripped and masked easily. 


You'll find dozens of other uses for 
your Quick Silver copy machine, too. 
Using a single sheet it will make a good 
copy of anything...even a blueprint or 
photostat. It will make an unlimited 
number of copies from one master... 
today, tomorrow or next year. 

Here’s another saving: Use Quick 
Silver for making top-quality proofs of 
either film or paper negatives to be 
submitted to customer for approval 
before burning in plate. 


FREE demonstration or FREE literature is yours for the asking. Use the coupon below. 


PEERLESS PHOTO PRODUCTS, INC. 
Shoreham, L. |., New York 


Gentiemen: 


‘a 


Name—_ 
Address 


Company 


I'd like you to show me, in my own plant, how Quick Silver will make 
paper negatives for offset in 25 seconds for only 5 cents each. 


[} Please send me literature about Quick Silver. 





PEERLESS 
ol 











0-3 


For More Information Circle No. 299 
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VACATION CALENDAR 


Manpower, Inc., 820 


ness Almanacke and Vacation Calendar 


for 1960,” a booklet containing a vacation | 
schedule and handy reference information, | 
including tax and billing due dates, holi- | 
days, employment costs, some hints on | 


office equipment care and use, and how to 
step up stockroom and shipping room ef- 
ficiency. The almanac styling is authentic 
with Old English type and spelling, and 
woodcut illustrations. An_ international 
temporary help and complete business 
service, Manpower, Inc., does work for 
offices, factories, stores and warehouses 
during peak seasons, vacations and work 
overload periods, using its own bonded 
employees. Its 190 offices are located 
coast to coast and overseas. For the book- 
let, Circle No, 225. 


TABULATING PUNCH 


Royal McBee Corp., Port Chester, 
N. Y., offers a style sheet (S-565R59) on 
its Keysort Tabulating Punch which in- 
ternally code-punches values, and accumu- 
lates and prints detail on a tape as a by- 
product of normal control listing. Sum- 
maries may be taken and printed at will. 
Later when the Keysort cards are margin- 
ally sorted to desired classifications, the 
punch will automatically read, print and 
accumulate the punched values. Machine 
has ten-key keyboard; printed tape for im- 
mediate visual verification; non-add, sub- 
total and repeat keys. Card coding capacity 
is ten digits in each of eight fields. Punch 
is 37” high, 22%” deep, 34-5/16” long. 
For style sheet, Circle No. 200. 


MULTIPLICATION & DIVISION 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill., offers simple 
instructions on how to multiply and divide 
with a standard adding machine. Written 
in easy -to- understand terms, the Victor 
method requires only a few minutes to 
grasp and can save hours of figure work. 
Examples show how the method may be 
adapted to invoice discounts, payroll com- 
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N. Plankinton | 
Ave., Milwaukee 1, Wis., offers a “Busi- 


i MESSAGE 


Duplisette 


the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 
= obtain carbon copies! 
Available (letter size) — white and 5 colors 


ONE-WAY 


SPEED 





2-part 
TWO-WAY 
SPEED 
REPLY 


; Carbon-interleaved 
-port 


TIME and EXPENSE-SAVING 
substitutes for needless, costly letter 
writing! Expedites instructions and 


compels immediate replies. Can be 
imprinted at nominal cost. 





STOCK 
FORMS 


Invoices 
Purchase 
Orders 
Bills of 
Lading 


Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neat - efficient 
lightweight holders 
for forms — with 
drawer for copies. 
Model CT-87 (2- 
compartment) only 
$4.501 Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 
* 


FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 


480 CANAL STREET NEW YORK 13,N.Y 
WOrth 6-1454 





For More Information Circle No. 401 











Bedinghaus 


Business Forms 


COMPANY 





GA 1-7111 


rt Street 
333 West Cou Telefax FBD 


Cincinnati 2, Ohio 








formerly Modern Business Forms Mfg. Co. 
Tabulating and snap-apart sets litho'd 
on Carbon Interleaved or NCR paper. 


Write for new price lists. 
For More Information Circle No. 405 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular 
and Prices 


30 E. McWilliams St. 
Fond Du Lac, Wis. 





For More Information Circle No. 408 


FIRST NAME 
IN FILING 


OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 


___For More Information Circle No. 409 


CLOGGED SEWERS 
CLEANED INSTANTLY 
SAVES PLUMBING BILLS 


Anyone can trigger new Flush 
Gun shooting air & water impact 
on difficult stoppages in pipes 
¥,"" to 6": Rags, rease, and 
Roots melt’ away when struck by 
hammer-blow in Toilets Sinks, 
Urinals, Bathtubs, & Sewers 200 
Ft. Amazingly effective when air 
hits running water. Save Costly 
Plumbing Bills or start your own 
Business. Tear out Ad now & 
write address beside it for FREE BOOKLET or phone 
Kildare 5-1702, Miller Sewer Rod, Dept. Office, 
642 N. Central Ave., Chicago 30, Illinois. 


For More Information Circle No. 410 
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putations, percentage division and other 
multiplication and division problems.  In- 
cluded is a four-place reciprocal chart for 
simple reciprocal division. For a copy, 
Circle No. 198. 


ONE-TIME CARBON KIT 


Port Huron Sulphite & Paper Co., Port 
Huron, Mich., offers systems and forms 
design specialists a free working kit of one- 
time carbon papers for forms used on high 
speed tabulating equipment. The need for 
satisfactory carbon write on this equip- 
ment has led to new product developments 
which allow a quick release of the ink de- 
posit. Included in this kit are samples of 
a new non-bleed carbon for use in forms 
containing offset plates. This carbon has 
been thoroughly tested and approved by a 
leading manufacturer of plates. For the 
sample kit, Circle No. 209. 


FILING CABINETS 

Remington Rand Div., Sperry Rand 
Corp., 315 Park Ave. S., New York 10, 
N. Y., points out the advantages of its 
Aristocrat IV Filing Cabinets in a 12-page 
brochure describing the line. Efficient and 
attractive, these files can handle a wide 
variety of record sizes, card or paper, be- 
sides the normal correspondence sizes. 
The manufacturer says that this feature 
alone often results in savings in the cost of 
record keeping. For a copy of booklet 
LBV 743, Circle No. 217. 


“Our ad for a guard sure got results.” 
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CHECK DESIGN SHEET 


Autographic Business Forms, Inc., 45 
E. Wesley St., South Hackensack, N. J., 
announces a sketch sheet for planning the 
printing of magnetic ink characters on 
checks for the American Banker’s Assn. 
program for mechanization of check 
handling. The sheet shows exact locations 
for positioning all preprinted data nor- 
mally included in check printing. It illus- 
trates how to convert present fractional 
designations of 
bank number and 
routing symbol in- 
to the eight-digit 
number required 
by ABA. Printed 
on translucent pa- 
per, the sheet may 
overlay checks to 
determine quickly 
what areas at the 
bottom need to be 
cleared to make 
room for magnetic 
ink printing. Any- 
one redesigning 
checks to include 
magnetic ink print- 
ing will find this 
helpful. For a copy, 
Circle No. 119. 





PARTITIONS 


Workwall  Div., 
L. A. Darling Co., 
Bronson, Mich., 
offers an_ eight- 
page full-color 
booklet showing 
movable partitions 
in actual office 
settings such as 
executive offices 
work areas and re- 
ception 
Construction — fea- 
tures, specifica- 
tions and color fin- 
ishes are also 
shown in _ this 


a 


Right in step with modern 
offices the Boston Cham- 
rooms. ue Portable Pencil 
harpener saves time... 
builds efficiency. 
Order today from your 
local stationer. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J, 


reference guide to movable partitions. 
Four pastel color and four modern wood- 
grain surface finishes are standard. All 
finishes are baked-on melamine plastic; 
abrasion-resistant and easily cleaned with 
a damp cloth. Workwall’s “workable wall” 
is also detailed, together with a partial 
listing of attachments and fixtures, includ- 
ing desks, tables, and credenzas, speci- 
fically designed for rigid mounting with 
only a screwdriver. For this Brochure 460, 
Circle No. 210. 


ONCE UPON A WALL 


-now one 
Upon a 


- 


lesk 
\ 


Portable—in 4 colors: 


Blue 
Green 
Sandtone 
Gray 


—e 
BOSION 
= 





For More Information Circle No. 414 
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Answer the Wraps 
Problem in Offices 
and Waiting Rooms 


SA 


Rt. 


These efficient VALET 
Racks keep wraps off wait- 
ing room chairs, aired, 
dry and in press. Hold 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
6 people—ends piling of gar- 


ments on others. Will not tip | . 
| ing numbers. 


over. Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel. Smart in mod- 

ern baked enamel fin- 


ishes. Units form a com- | 
| words can be made from just about 
| any number or set of numbers. Mak- 


plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 
Write for Bulletin OV-10 


83 and Madison St., Elmhurst. Ill. 


For More Information Circle No. 403 
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Crutches for 
Your Memory 


DAVID V. LEWIS 
Special Courses Instructor, 
Convair Division, 
General Dynamics Corp., 
Fort Worth, Texas 
Thirty days hath September, 
April, June, and November . . . 


HANCES ARE you know the rest 
of this little ditty, and have used 
it often. It's a memory crutch. Most 
people, of their memory- 
efficiency, fall back on a time-proven 
memory crutch in a clutch. Memory 
artifices can be justified in that they 
offer a somewhat logical method for 
remembering an illogical fact. 

Take the height of Mt. Fujiyama in 
Japan—12,365 ft. You'd have a diffi- 
cult time storing this abstract bit of 
information in your permanent mem- 
ory bank, without some sort of crutch. 
In this case the crutch is: Fujiyama is 
like a calendar (12 months, 365 days). 
Get it? You probably won't be able 
to forget it. 

The amnemonic alphabet presents a 
more involved system for remember- 
In this alphabet, the 
basic numbers 0 through 9 are repre- 
sented by various consonants. By trans- 
posing, a meaningful word or series of 


C 


regardless 


ing material meaningful is a big step 


| in remembering it. School children for- 


get in many instances because they 


| learn by rote instead of trying to cap- 


ture the real meaning. 
“I used to have to run to the dic- 
tionary every time I came across the 
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Roll up your sleeves 
and make the 
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SUCCESSFUL SIXTIES 


Find out how at 
the 1960 NOFA Convention and Exhibit 
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National Office Furniture Association 
327 South LaSalle Street 
Chicago 4, Illinois 
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word ‘calendar’,” a secretary said “One 
day I hooked together the fact that 
calendar is synonymous with the word 
‘year, and both words ended in ar. 
I now spell the word with supreme 
confidence.” 

Equally confident is the schoolboy 
who knows that his leader at school is 


stationary or stationery? Associate it 
with another synonymous word, paper. 
Both, of course, end in er. Remember- 
ing this gimmick may save you excur- 
sions to the dictionary. 

An executive, who can balance a 
budget much easier than he can re- 
solve 


the pesky farther 
issue, solved the problem this way. He 
figured that farthur is to distance, as 


further is to an abstraction (fuzzy, that 


NEW INDIVIDUAL LEVER ACTION!| 
Oo w ER MA RK-2 AUTOMATIC MODELS { 


ALSO AVAILABLE 
ELECTRIC NUMBERING, CODING MACHINE 


vs. further 


a pal, a princepal that is, and not a 


principle. 
The stuff you write letters on—is it 














e Adjusts automatically to go thru {6 carbons 
e Available in 6 to 10 wheel capacity 


e Each wheel controlled by its own lever—simply 
press lever to change number 


e Positive inking—consistently even impressions 


e Convenient view plate to read number being 
printed 


e Excellent operation on Ditto or multicopy paper 
10 day free trial 


PRYOR MARKING PRODUCTS 
434 S. WABASH AVENUE © CHICAGO 5, ILL. 


OE BN Sl A ESTE ES 
For More Information Circle No. 412 


Loos-(0-( cece 


Sic ca, Desk Top Cleaner 


17 
/ 


Carbon forms 
Insurance 
papers 
identification 

codes 

plus many 
more 




















NO FUSS— NO MESS 


When you use 


supply of Scott 
2-ply wipers with 
sample or first order 


Easy to apply. Pour it on — Wipe it off. 
Contains magic miracle compound that penetrates 
Stubborn grit and grime. Brings back original finish. 


1 Pint—$1.25 Doz. Pints—$12 


(WEST COAST SLIGHTLY HIGHER) 


Order today. Money back guarantee. 


OPS LOOK BRAND NEW IN 2 MINUTES! 


Zl WIEMER’S, Inc. 
70 Vernon Street © Bridgeport, Conn. ) 
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Thermofilmer! 


A new machine 
with 


thousands of 


business applications! 





A few seconds and your letters and documents 

are ‘‘thermofilmed’’—permanently sealed into a 
clear, transparent plastic, fully resistant to moisture, 
grease and chemicals. Thermofilm gives foolproof 
protection against alteration of valuable documents! 
Thermofilm—the plastic lamination that is sure and 
clear, fast and simple in one compact unit... 
EICHNER Thermofilm. 


EICHNER-ORGANISATION 


UNTERLINDAU 21/29 e FRANKFURT/MAIN 
GERMAN Y 
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is). And thus solved his problem. The reminder that works best for you is 
Or, if you want to get downright the best to use. The fact that you make 
fundamental, you can fall back on the the association yourself makes it more 
old grade-school gimmick: memorable. One typist, for example, 
I before E evolved this solution to an always 
Except after C, troublesome problem of whether to use 
Or when sounded as A affect or effect. 

As in Neighbor and Weigh. “Simple”, she said. “Effect is to end 
Actually, you see, there are no rules as affect is to act.” Which, as a rule- 
to the “game.” You make your own. of-thumb, sums up the difference in a 

nutshell. 
This handy 
memory device 
BSB B BBS B BEBE RS e ewes ase2eee doesn’t have to 
be confined to 
spelling only 


DATERS . <n. 
in speaking. A 


businessman who 


j MODEL does considerable 
for SMALL / 400 public speaking 
and LARGE had trouble pro- 

nouncing the 

SPACES word ‘‘spon- 

Pris taneity.” “I had 

a mental block,” 

FORCE Daters fit the space he said. “I'd al- 
of all office forms. Model 400 is ways lies enn 

ideal for narrow spaces—inven- “) ight ; 
tory, ledger, sales cards etc. 1 and ask mysel 

Date changes with stylus. Model ce a whether to pro- 

450 is all-purpose dater; month a nounce it ‘spon- 

changes automatically after 31st ar de} tan-ee-ity’ or 

day change. Bold day figures } ‘spon - tan - eye- 


are easy to see. 7 | ity’.” He solved 
Write for Catalog ,' ii his dilemma by 


figuring out that 
the word was 


Nh akin to eager. 
hr M. Te & CO., Incorporated en ak aie 
216 Nichols Ave pronunciation 

Brooklyn 8, N.Y came easy: spon- 

tan-ee-ity, as in 


Offices NEW YORK e CHICAGO e SAN FRANCISCO e MONTREAL 
eager. 
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Don’t minimize the importance of 
making up your own lyrics. The more 
original, the more likely it is to stick 
in your memory, for pride of author- 
ship does much to make the idea stick. 
This is especially true of self-authored 
jingles or rhymes. The psychological law 
of similarity states that one idea or im- 
pression tends to recall another if it is 
alike in sound. Dale Carnegie advised 
his students to use this principle in re- 
membering names. For example, there 
was Dr. Curtis, a dentist. “A tooth may 
hurt us, but not Dr. Curtis,” Carnegie 
said. And, amazingly enough, few of 
Carnegie’s students forgot the dentist’s 
name. 

The idea of using sound-alike words 
to remember foreign words has worked 
well for some students. Just to reel off 
a half-dozen examples: 


ENGLISH ASSOCIATION 
WORD worRD 
song chant 
star stellar 
home domicile - 
news novel 
chief principal 
wages salary 


FOREIGN 
WORD 
chansson 
estrella 
domus 
nouvelle 
princeps 
salario 

Since many English words have a 
foreign extraction, it is usually possible 
to make such associations with ease. 
Any number of foreign words, of 
course, are similar in spelling to the 
English. 

How about remembering a series of 
disconnected facts? Most people find 
it difficult because they find no pattern. 
They can’t find a pattern, in most cases, 
because they aren’t looking for one. 
Take about 45 seconds, for example, 
to memorize this list: 


Clark Gable 
Benny Goodman 
Harry Truman 


Douglas Fairbanks 
George Washington 
Glenn Miller 
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Tray. Opens, locks, extends, with fin- § MATIC Portable Posting Unit. Com- 
ger tip control for posting, reference, ° bines the convenience of a posting tray 


STANDS 


MYCo- 
PORTABLE TYPE 
Get extra benefits at no extra cost with 
this NARCO Portable Posting Stand 
Holds one or more trays; adjusts in 
height, length and width; converts to 


storage. Lightweight. Lifetime, preci- ¢ with the compactness of a binder. ¢ utility table. Sturdy steel construction 


sion built, steel construction. 


* Complete line of Writing Boards available 
with fixed or movable rails. 


NARDON MANUFACTURING COMPANY 
2125 W. MISSION ROAD 
ALHAMBRA, CALIFORNIA 


. 2”, 4” and 6” standard capacities. 


: Quiet, easy rolling swivel casters. 


* Wide selection of standard sizes. Special sizes made to order. 


Write for information and prices. 
DISTRIBUTORS: 
Some territories 


still open 
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LAGOMARSINO 


LAGOMARSINO F.A.|1. 
VIALE UMBRIA, 36 
MILANO - ITALY 


- 10 Key electric 
printing adding machine 
with automatic 

push button multiply. 


ean 
TOTALI 


Tape presentation 
shows only three factor 
proof in logical 


and mathematical order. 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 
CHICAGO, Import Office Machine Co., 159 N. 
Dearborn St. 

SAN FRANCISCO, Northwest Lagomarsino, 
639 Howard St. 

LOS ANGELES, Wholesale Business Machines, 
7525 Beverly Blvd. 

HOUSTON, Adding Machines Distributing Co., 
2223 Caroline St. 

DALLAS, Wholesale Office Machines Co., 2000 
North Lamar St 

LOUISVILLE, KY., Import Business Machines 
Co., 1503 Bardstown Road 


CANADA distributor: Nauta Bros., 3615 Dan- 
forth Ave., Toronto. 
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Babe Ruth 
Calvin Coolidge 
Artie Shaw 
Mickey Rooney 
Stan Musial 


Ted Williams 
Herbert Hoover 
Xavier Cugat 
Mickey Mantle 
Greta Garbo 


Did you find it difficult? Now take 
the same list and remember it by a 
pattern, like this: 


Actors—Clark Gable, Mickey Roo- 
ney, Greta Garbo, Douglas Fairbanks. | 


Baseball Players—Mickey Mantle, 


Ted Williams, Stan Musial, Babe Ruth. | 
Past Presidents — Harry Truman, | 


Herbert Hoover, George Washington, 
Calvin Coolidge. 


oak. 


has the 


Orchestra Leaders—Benny Goodman, | 


Artie Shaw, Glen 


Cugat. 


Miller, Xavier 


This system of classification gives | 


meaning to a list (you can do the 
same thing to practically any list of 


disconnected facts), and lets you learn | 
by smaller parts rather than by the | 
| copies? Then Codo’s BLACK-O- 


Some psychologists Say it is easier | GRAPH MASTER UNITS are for 


whole. 


to memorize such material by smaller 
parts. For example, most people can 
not memorize the random sequence of 


a deck of cards by observation. But | 
it is not uncommon for a person of | 


average intelligence to memorize the 
deck by remembering the cards in 
small groups of from five to eight 
cards. 

Another handy artificial 
which tends to give a list of discon- 
nected facts added meaning is the 
acrostics method. Like classification, 


acrostics gives contrived meaning to a | 
jumbled series of facts. For example, if | 


asked to name the Great Lakes, (On- 


tario, Superior, Erie, Huron, Michigan), | 


many adults could do so only after 
great deliberation, if at all. 
with many a grade-schooler who has 
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Do you like clean, sharp, and black 


you! Hundreds of leading companies 

| find BLACK-O-GRAPH 

e Clean to Handle and Stain-Free 

e Easy to Erase and make 
corrections 

e Requires no special fluid or copy 
paper 

¢ Delivers sufficient copies for 
average requirements. 

TRY BLACK-O-GRAPH soon! 

| Samples free. 


method | 


| Lille MANUFACTURING CORP.— 


Dept. 0 
Leetsdale, Pa. 


Attach this coupon to your Com. 
pany’s letterhead and send for free 
samples of “Black-O-Graph.” 
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TIE LETTERS, 
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PRINTED MATTER 
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10 TIMES 
FASTER 


with an 


AUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape package 
tight without adjustments. The knot is 
slip proof. Saves time and twine. Several 
models to choose from. 


LET FELINS SOLVE 
YOUR TYING PROBLEMS. 
WRITE FOR CIRCULARS NOW. 


FELIN 
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Milwaukee 16, Wis 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 

Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 

i Send Circular 

56-0 and prices. 

1. D, COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, 11. 


For More Information Circle No. 393 





associated the lakes with the word 
homes: Huron, Ontario, Michigan, Erie, 
Superior. 

Why will the recollection of a single 


| letter tend to recall the entire word? 


Partially, at least, this is due to what 
psychologists call redintegration which, 
simply is the process by which remem- 
bering part of a thing tends to help you 
recall the whole of it. Take remember- 
ing names, for example. Ordinarily, if 
you can remember a person’s first name 
(or last) the other name tends to tum- 


| ble into place in your memroy. 


Once learned, an acrostics device 
apparently will stick with you indefi- 


| nitely. World War II veterans, for ex- 
| ample, may recall the WEFT (wings, 


engine, fuselage, tail) system for iden- 


| tifying airplanes. 


If you're squeamish about using 
amnemonics memory technique — a 
crutch, that is—on the ground that it’s 
unscientific, forget it. Many medical 
doctors can give you the translation 
for: On Old Olympus’ Torrid Top— 
A Finn and German Picked Some 
Hops. 

In medical school they found this 
jingle was a convenient aid in helping 
to remember the cranial nerves: Ol- 
factory, Optic, Oculomotor, Trochlear, 
Trigeminal, Abducent, Facial, Auditory, 
Glossopharyngeal, Pneumogastric, Spi- 
nal, Hypoglossal. 

Another scientific-type fellow, the bi- 
ologist, can tell you that “King Peter 
Came Over From Germany Seeking A 
Fortune” represents the sequence of 
animal classification: Kingdom, Phy- 
lum, Class, Order, Family, Genus, 
Species and Form. 

Unfortunately, some of the most un- 
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forgettable ditties aren’t _ printable. 
A professional executive secretary 
said that over a period of years he had 
heard many talks—some good, many 
bad. Most of the talks, he admitted, 
had faded into oblivion, along with 
the name of the speaker. But he 
claimed to still remember vividly one 
speech he had heard years ago. It was 
an inspirational talk, entitled acrosti- 
cally grow. It , 
stood for go right | 





on working. 

“Somehow,” he 
said, “that little 
device made the | 5 
speech stick in | | busir , 
my memory. I | fim i 
have since forgot- 
ten many other 
speeches, perhaps 
many of greater 
importance.” 

A word of cau- 
tion, however. 
Such devices 
can backfire. A 
preacher, who 
had just gradu- 
ated from Yale 
and was proud of 
it, «decided one 
Sunday to cen- 
ter his sermon 
around his old 
alma mater, 
Y-A-L-E. He 
went through Y, 
which meant 
Yeoman _ service 
to the church; 
the A, which 
stood for Asking 


TRANSP 
CRIMPED G 
for Protected Visi 


SIGNALS Rc 
ras 
era) Craffco SIGNALS 


There's one best signal for each 


forgiveness; the L, which represented 
Laboring for the Lord. As he got to 
E, however, one of the young parish- 
ioners in the front row was heard to 
comment: “I’m glad this guy isn’t from 
the Massachusetts Institute of Technol- 
ogy.” 

If a fact seems to consistently elude 
your memory, try a crutch. It'll usually 
carry its weight. 


‘FOUR ACES 
~ that help in any 


ee 
fe 


kind of record housing . . . and 
Graffco makes them all. A_ full 
variety of colors, shapes and sizes, 
to classify, remind, warn or call for 
action. Close your “system” sales 
faster with practical demonstrations 
of how they come to life with 
Graffco Signals. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Mass. 
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National Microfilm Convention 


Microfilm Assn. will hold its 
ninth annual convention April 19-21 at 
the Hotel Statler-Hilton, New York. Up- 
wards of 1000 members and their guests 
are expected. Among features of the 
three-day meeting will be a detailed de- 
scription of the role unitized microfilm 
systems are playing in Department of De- 
fense contracts, invitations to bid, speci- 
fications, engineering drawings and 
changes, and related paperwork. Sessions 
are also scheduled on microfilm tech- 
nology, present and future; new products; 
standards and characteristics; and appli- 
cations. 


National 


Financial Management Meeting 


Integrated and automatic data processing 
systems are the subject of a national sym- 
posium to be held at the Statler-Hilton, 
New York, May 23-24. Under auspices of 
the Federal Government Accountants 
Assn., the symposium is the ninth annual 
conference on financial management sub- 
jects sponsored by FGAA and the first 
held outside Washington. For details write 
to Federal Government Accountants Assn.., 
1523 L St., N.W., Washington 5, D.C. 


Air Conditioning Pays Off 


The General Services Administration has 
reported that air conditioning of offices 
definitely has a beneficial effect on work 
production. A five-month study in air con- 
ditioned and non-air conditioned govern- 
ment offices indicated an average increase 
in work output of 9.5%, a 0.9% decrease 
in errors and a 2.5% drop in absenteeism. 
Also lower living expenses—cleaning bills. 


270 


hairdos, cosmetics, etc. — for employees, 
and a big boost to the comfort and morale 
of personnel. 


Superconductive Techniques 


A symposium on superconductive tech- 
niques for computing systems will be held 
May 17-18 by the Information Systems 
Branch, Office of Naval Research in the 
Department of Interior Auditorium. At- 
tendance is open to all interested persons 
Details from Josephine Leno, Code 430A, 
Office of Naval Research, Washington 25, 
Dc. 


Data Processing Meeting 


The 1960 Northeastern Divisional Data 
Processing and Computer Conference and 
Business Show will be held in the Statler- 
Hilton Hotel, New York, March 24-25 
National Machine Accountants’ Assn. 
president D. B. Paquin will deliver the 
keynote address. Full information from 
Joseph R. DeParis, president. New York 
Chapter, National Machine Accountants 
Assn., Box 248, New York 16 


Machine Standardization 


First steps were taken on national and 
international standardization of office ma- 
chines and data processing equipment as 
a result of a national conference held un- 
der the auspices of American Standards 
Assn. Two standards projects for office 
machines and data processing equipment 
(including digital computers) were recom- 
mended by representatives of 27 organiza- 
tions. The group also voted that the U.S. 
should participate in international stand- 
ards activities of the International Organ- 
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For prestige letters try the Adler Electric typewriter, the machine that gives superior 
reproduction, the machine with many extra features for new typing ease and speed. 


Your dealer will be glad to arrange a convincing demonstration—right in your office. 


See your dealer or write: “addo-x inc,” 300 Park Ave, New York 22, New York, P| 5-5420 


A\OD EDR 


p> Adler Electric <a 
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manpower, inc. 


¢ 


“lm an expert Steno, and my 
co-workers are expert 
typists, file clerks, and 
office machine operators.” 


“Whenever you're short- 
handed I'll come to your 
office to help you tempo- 
rarily.”” 


“I'm a perfect substitute for 
sick or vacationing office 
workers.” 


“Manpower, Inc. pays my 
salary, taxes and insurance 
...You have no record-keep- 
ing to do.” 
Call your local Manpower, Inc. office for 
typists, stenos, office machine operators, 
file clerks, receptionists, etc. Our employees 


are selected for their ability to step into 
your office and start work immediately! 


aar-teheoleo)’ 4-7) mm ialen 
Over 180 Offices in U.S., Canada; and Europe 


| World Headquarters: 820 N. Plankinton Ave., Milwaukee, Wis., U.S.A. 


For More Information Circle No. 255 
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ization for Standardization (ISO) and the 
International Electrotechnical Commission 
(IEC). 


Office Management Forums 


Three special forums in office manage- 
ment subjects are planned by the American 
Management Assn. Covering advances in 
administrative work measurement, ad- 
vances in office planning, layout and de- 
sign, and advances in management in- 
formation and _ reporting systems, the 
forums will take place in New York’s 
Biltmore Hotel, March 21-23, March 30- 
April 1 and May 9-11. For information 
write American Management Assn., 1515 
Broadway, New York 36. 


Secretaries Week 

Under Secretary of Commerce Philip 
A. Ray signed a proclamation declaring 
April 24-30 Secretaries Week with April 
27 designated as Secretaries Day. On hand 
at the signing were Evelyn G. Day, presi- 
dent of the National Secretaries Assn. 
and E. D. Taylor, administrative vice 
president of the Office Equipment Manu- 
facturers Institute, co-sponsors of the week. 


St. Louis Personnel Conference 


The St. Louis Chapter, National Office 
Management Assn. and the School of 
Business of Washington University will 
sponsor a personnel conference April 21. 
Full information from Thelma Haven, 
Pet Milk Co., Arcade Bldg., St. Louis 1. 


Detroit Business Show 


An exhibit of office equipment will be 
part of the Detroit Business Show, May 
2-4 in. the Sheraton-Cadillac Hotel. It will 
be sponsored locally by the Systems & 
Procedures Assn. and the Governmental 
Accountants & Analysts Assn. Dar Tisdale, 
SPA executive secretary, heads the show's 
committee. GAAA president Harry Shu- 
maker is co-general chairman. For infor- 
mation write Detroit Business Show, 44th 
Floor, Penobscot Bldg., Detroit 26. 
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Dictation Equipment Standard 


An American Standard = establishing 
definitions, essential functions and electri- 
cal requirements for remote dictation 
equipment has been published. A copy of 
American Standard Minimum Require- 
ments for Remote Dictation Through an 
Intercommunication Switching System, 
X2.5.21-1959 is 35¢ from American Stand- 
ards Assn., 70 East 45th St., New York 17. 


Methods Improvement Contest 


The Industrial Management Society is 
accepting entries for its 9th Annual Meth- 
ods Improvement Contest to be held in 
conjunction with its 24th Annual Indus- 
trial Engineering & Management Clinic, 
October 12-14, at the Conrad Hilton, 
Chicago. Companies as well as student 
groups in colleges and universities study- 
ing industrial engineering are invited to 
submit entries. Rules and regulations may 
be obtained from Industrial Management 
Society, 330 S. Wells St., Chicago 6. 


Systems & Procedures Course 


A course in systems and procedures has 
been scheduled by the American Manage- 
ment Assn. at the AMA Academy, Saranac 
Lake, N. Y., March 28-April 1, May 2-6, 
June 13-17. AMA awards a certificate for 
satisfactory completion of the course. For 
details write American Management Assn., 
1515 Broadway, New York 36. 


RCA’s Da-Span System 


The DaSpan (for data span) communi- 
cations system has been developed by 
Radio Corp. of America to extend the 
clerical capacity of its 501 electronic 
computer. Using normal telephone or 
telegraph lines, DaSpan integrates branch 
office operations with a company’s head- 
quarters, according to Donald H. Kuns- 
man, vice president and general manager, 
RCA Electronic Data Processing Div. Two 
units are available, one handling seven 
characters a second and a high-speed unit 
that handles 100 a second. Tapes employ 
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ITS VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 
Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST... CHICAGO 2 ILL 





| a 7-level code, although provision is made 
| to handle 5, 6, 7 or 8-level tape codes. 
| If the 7-level code is used, data may be 
fed directly to the 501 computer with no 
intermediate steps. With other codes, a 
converter is used. After computer has 
processed the data, it is re-converted to 
perforated tape and relayed back to the 
| branch office where a copy tape is pro- 
duced and fed through a reader to obtain 
a printed report. For More Information 
Circle No. 227. 


| Records Management Meeting 


The 40th Anniversary Celebration of 
the New York Chapter, American Records 
Management Assn., was held at the Hotel 
Manhattan last month. Dr. Charles A. 
Dwyer, New York University, was guest 
speaker. 


Southern California 
Business Show 
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‘Columbia chairs 
make good forts 


pee FOR THE 60’s is the 
theme of the 1960 Southern Cali- 


| fornia Business Show to be held March 


29 through April | 
Ambassador Hotel. 
nessmen, 


in Los Angeles’s 
Thousands of busi- 
accountants, controllers, 
financial executives and administrative 


| personnel are expected to attend the 
| event. The Los Angeles Chapter of the 


National Assn. of Accountants is spon- 
soring the show again this year. Jack 


| Farrell, chapter president, has predicted 


... but my daddy says they’re 
the very best for his office” 


Send for catalog and names of 
authorized dealers near you. 


COLUMBIA-HALLOWELL 
Division 


that attendance will top all previous 
records. 

General chairman Kenneth M. Sime 
has reported enthusiastic support from 
exhibitors, including many of the top 
names in office equipment manufactur- 


| ing. Automation, data processing and 


| electronics will be featured along with 


| 
JENKINTOWN 88, PA. or 
SPS WESTERN, SANTA ANA, CAL. 


For More Information Circle No. 434 


| displays of typewriters, calculators and 
| portable photocopy machines. New ac- 
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from 

any angle 
your 
best buy 


COLE 


PORTABLE 


Professional writers choose 
Cole above all other 
portables, because only 
Cole has all the important 
features they demand in a 
typewriter .. . Mist Green, 
Desert Sand or Cole Gray, 
Complete with matching 
carrying case... 

only $94.50 plus tax. 


el 


LE STEEL OFFICE MACHINES, INC. @ Affiliate of Cole Steel Equipment Co., Inc. » 415 Madison Avenue e New York 17, N. Y. 
For More Information Circle No. 271 








Southern California 


Addressograph-Multigraph Corp. 
American Electronics, Inc. 
Audograph of California 
Auto-Typist Automatic Typewriter Co. 
Bekins Business Records Center 
Charles Bruning Co. 

Burroughs Corp. 

Business Systems, Inc. 

Colby Pollard & Associates 
Copease Corp. 

Cummins-Chicago Corp. 

Dejur Amsco Corp. 

A. B. Dick Co. of Los Angeles 
Diebold, Inc. 

Ditto, Inc. 

Elite Office Equipment Co. 

Filing Systems Co. 

Griswold Duplicating Products, Inc 
Haloid Xerox, Inc. 

Milo Harding Co. 

Harter Corp. 

Marchant Div., Smith-Corona Marchant Inc. 
Master Addresser Co. 


Business Show Exhibitors 


G. W. McKenzie Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
National Cash Register Co. 
Olivetti Sales Corp. 

Pacific Copy Corp. 

Photostat Corp. 

Walter Radell Co. 

Radio Corp. of America 

Rex Rotary Distributing Corp. 
Robotyping Co. of Calif. 
Royal McBee Corp. 

Service Bureau Corp. 

Simplex Time Recorder Co. 
Southern California Stationers 
SoundScriber Sales Corp. 
Standard Duplicating Machines Corp. 
Statistical Tabulating Corp 
Systematics, Inc. 

Systems Equipment Inc 

Tab Products Co. 

Thermo-Fax Sales, Inc. 
Webster-Ratliff Corp. 
Underwood Corp. 











as queen of the exhibition. 

A traditional part of the Southern 
California Business show is the selec- 
tion of the outstanding small business 


counting and filing systems, addressing, 
mailing and duplicating processes will 
be demonstrated. Elaine Nelson, a re- 
ceptionist at Rexall Drug Co., will reign 


SNAP APARTS AND 
CONTINUOUS FORMS 
FROM INTERNATIONAL 
BUSINESS FORMS 


INTERNATIONAL BUSINESS FORMS offers: 
QUALITY Forms, produced on modern rotary 
equipment — sold only through our dealers. 
COMPETITIVE Prices—liberal dealer discounts 
—You're “in the running" with an IBF Quote. 
Quantity advantage, too! Orders accepted for 
only 2500 sets of Snap-Aparts—NEW POLICY! 
DELIVERY PROMISES you can count on. Try 
us on one job and see! 

EASY-TO-USE PRICE LIST—-Anyone can 
estimates with a little practice. 

RAPID QUOTATION SERVICE—Your quotation 
requests handled AT ONCE. Same day if 
specified. 

Write New Dealer Dept. 1 today for complete 
information on this profitable line. Try 
International. We are confident of our ability 

to satisfy the Dealer and his customer! 


= INTERNATIONAL BUSINESS FORMS Zz 


1600 E. 26th ST. LITTLE ROCK, ARK. 


—_ 


Our Snap-Apart 


Forms have been 
a standard of quality for years. 


For fine printing; just right 
“‘snap-apart’’ action, they are 
unexcelled. INTERNATIONAL BUS- 
INESS FORMS snap-aparts assure 
customer satisfaction. 


make 


Continuous Forms, TOO! Now— 
offer your customers Continuous 
carbon-interleaved forms Line 
Hole Punched Tabulating; pasted; 
or stapled—up to 10 parts. In 
Continuous as in  Snap-aparts, 
International means quality — at 
the right price. 
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VISUAL 


MAGNETIC 
CONTROL 


MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 


Simplest Control for PRICES & 


; Sales e Production 
Priced From Charts e Personnel BROCHURE 


Maintenance e Scheduling « 
$ Machine Loading 
Visual Presentations 
. 


INCLUDING 
MAGNETIC 
ELEMENTS 


COLORFUL MAGNETS 
ORGANIZE FOR ACTION 
SHOW FACTS 

INSTANTLY ON 
—tm GST THE J68 CONE REQUEST 
Methods Research Corp. 


105 Willow Avenue, Staten Island 5, N. Y. 





For More Information Circle No. 334 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 335 . 





Wilhelm DreusickesCo kG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 


BERLIN W35 LUTZOWSTR 3 
WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 333 
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NEW! All Purpose 14%” PAPER CUTTER 
SAFE... ACCURATE...STURDY...EASY TO OPERATE 


At a Sensational Price 
Only $139 50 tist 


Pani ouTY 
FULL WIDTH ——— 
ADJUSTABLE 
' BACK GAUGE 
‘ CUTS 1%” 
THICKNESS 


PORTABLE 


NICKEL-PLATED 


NO STAND OPERATING PARTS 


REQUIRED 


AUTOMATIC 
SAFETY DEVICE 


ANYONE CAN OPERATE the NEW HOMS M14 All Purpose 1412” 
Paper Cutter easily, accurately and in complete safety. Precision 
engineered, the Model M14 has features matched only in higher 
priced cutters such as: automatic safety device, heavy duty 
paper press, full length side guide, full width adjustable back 
gauge and two permanent rules so that back guide may be set 
and locked for any paper size required. See your dealer TODAY! 








WRITE TODAY for BROCHURES PYetente » LO]. ites 
Complete INFORMATION, HOMS 1314 ROLLINS ROAD 


Office Products, Department O: BURLINGAME. CALIFORNIA 


For More Information Circle No. 336 
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the worlds largest selection of 


Select ROUGH and REBUILT 
OOGORG OOGOOD0EG8 


EVERY MAKE---EVERY MODEL — AT TREMENDOUS SAVINGS! 


we. ADDERS * BOOKKEEPERS « CALCULATORS 


& COMPTOMETERS * BANKING MACHINES * ADDRESSING MACHINES 
CABINETS AND SUPPLIES 


@ OFFSET and DUPLICATING MACHINES 











REBUILT — machines guaranteed to LOOK and PERFORM like new. 
SELECT ROUGH — machines complete and in operating condition 


40 years of JAfiliate of: 
Reliability ADDRESSING MACHINE & EQUIPMENT CO. INC. 
INTERNATIONAL OFFICE APPLIANCES, INC. 
Department Store of Office Machines 
326 Broadway, New York 7,_N. Y WOrth 2-3200 
For More Information Circle No. 351 


THE ONLY BOOK OF ITS KIND! 


Describes all office reproduction and duplicating proc- 

MANUAL @. esses. Time-saving charts show at a glance which 

OF a process to use for best results in any situation. Tells 

felaata: how to make the most economical: use of whatever 

REPRODUCTION @ duplicating machines an office may now have—how to 

A) combine the advantages of one process with those of 

‘ ~ another to save time and money. Also tells when not 
(\ oe to use certain methods. 





Over 200 pages of helpful information, and illustrations 
(including 100 pages of advertising by duplicator manu- 
facturers, with Buyer's Guide index). 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 


Please send me bor copies of the MANUAL OF OFFICE REPRODUCTION 
ot $3.25 a copy. (] !/ enclose remittance. [] Send invoice. 


Street . * 
City Zone State 
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of the year in Southern California. A 
plaque is awarded to the winner of this 
honor during the show. 

The Career Women’s Fashion Tea, 
another traditional activity, will be held 
in the Ambassador’s Embassy Room 
from 2 to 4:30 p.m., March 31. Spring 
fashions will be commented on by 
Caroline Leonetti, fashion authority. 
The fashion show will honor business, 
service and professional women’s or- 
ganizations of the Los Angeles Chamber 
of Commerce Women’s Division. A 
comedy skit, “Easy Care of Wash ’n’ 
Wear,” will be presented by Mildred : 
McLeod, home service director of pone sas Chunar of tes Pena > vata 
Graybar Co. The event will be hosted Accountants, with Elaine Nelson, Queen of 
by Vivian L. Maeder, founder-consul- the Southern California Business Show. 
tant, and Marjorie Albee, director. had from the Los Angeles Chapter, 

Complete information on the South- National Assn. of Accountants, 731 S. 
ern California Business Show can be Spring St., Los Angeles 14. 











Big Time-Saver 


IF YOU USE ADDRESSOGRAPH PLATES IN 
FRAMES 


QUIK-KARDS are shown at left. They save time MANY WAYS. 
Furnished in continuous, perforated form like theatre tickets. Precision 
made, Fit your frames better than ANY card. You do not handle 
small, individual cards. No need to pick up the next card. It is 
already in your hand. Can't get out of order. Work flows faster and 
smoother. Send sample of card you use to show size and receive 
free samples of Quik-Kards. Write Addressing Machine Co. of Calif., 
667 Mission St., San Francisco 5, Calif., YUkon 2-2130. 








For More Information Circle No. 362 





NR 


MANUFACTURERS OF DURALUMINUM 


LDER 
AUNDERS a ne 


MFG. CO., INC. BUSINESS FORMS 














P. ©. Box 243, Winthrop, Maine aunaaes 


LIGHTWEIGHT WEATHERPROOF NOW 


For More Information Circle No. 363 
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Davidson Corp. President 


The board of di- 
rectors of Davidson 
Corp. announced the 
election of William 
Ward Davidson Jr. 
as president. David- 
son Corp. is a 
wholly owned sub- 
sidiary of Mergen- 
thaler Linotype Co., 
Brooklyn, N. Y. Mr. 
Davidson is the son 
of the founder and first president of David- 
son Mfg. Corp. Today, Davidson markets 
an extensive line of Dual-Lith small offset 
printing presses and Dav-A-Matic offset 
duplicators as well as Embee Folding Ma- 
chines and ProType, a desk model photo- 
composition device. Mr. Davidson joined 
Davidson Mfg. Corp. in 1935. In 1953 he 
became executive vice president of David- 
son Corp., the position he has held until 
the present. 


Wm. W. Davidson Jr. 


Burroughs Corp. Reorganization 


A major reorgan- 
ization of Burroughs 
Corp. to capitalize 
on the increasing de- 
mand for mechani- 
cal, electromechani- 
cal and electronic 
data processing 
equipment and sys- 
tems was announced 
by Ray R. Eppert, 
president. The Bur- 
roughs ElectroData Divisions are discon- 
tinued as organizational units. Both have 


2 


Ken T. Bement 
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had their own manufacturing plants and 
marketing organizations. Now their sales 
and service is separate from manufactur- 
ing and engineering, and their marketing 
activities are joined in a new Equipment 
and Systems Marketing Div. headed by 
Ken T. Bement, general sales manager of 
the Burroughs Div., who has been pro- 
moted to vice president—marketing. J. R. 
Bradburn who was vice president and gen- 
eral manager of the ElectroData Div., is 
now vice president — manufacturing and 
engineering, with line responsibility for all 
former Burroughs Div. plants in the De- 
troit area; ElectroData Div. plant in Pasa- 
dena, Calif.; Electronic Tube Div., Plain- 
field, N. J.; Electronic Instruments Div., 
Philadelphia, and Control Instrument Co., 
Brooklyn, N. Y. Mr. Bradburn also will 
have staff responsibility for all other manu- 
facturing activities. 

C. E. Schneider, vice president and gen- 
eral manager of the Burroughs Div., is 
vice president and group executive, 
Graphic Systems Group, and general man- 
ager of Todd Co. Div. Mr. Schneider re- 
places George L. Todd who has retired. 


Pen and Pencil Makers Elect 

The Fountain Pen & Mechanical Pencil 
Manufacturers’ Assn. elected the following 
officers: George Bartol III, president, C. 
Howard Hunt Pen Co., Camden, N. J., 
president; Alfred P. Diotte, counsel, Parker 
Pen Co., Janesville, Wis., vice president; 
Irving T. Willard, president, L. D. Van Val- 
kenburg Co., Holyoke, Mass., treasurer; W. 
Clarke S. Mays Jr., president, Marshall & 
Meier Co., New York, secretary. 


THe Orrice—March, 1960 





Easy to Clean 
Gleoms when cleaned 
with damp cloth. Resists 
alcohol, cigarette burns 


etc 


Extra Thick 


Heovy lamination of 


Chip resistont 


MASO 
Established 1933 


CHAIR MAT 


The only mat that looks as beautiful 
as a desk top! 


And stays that way! Made of lustrous wood-grain plastic, this 
amazing mat is stain, burn and chip resistant. Extra heavy; easy 
to clean. Blends with modern and traditional interiors. Four 
authentic wood-grains in newest decorator colors: Walnut, Desert 
Tan, Mist Green, Driftwood Gray. Choice of sizes, Extremely 
long wearing; low cost. Send for literature TODAY. 


jeeereee=sSEND COUPON TODAY*#eseeeeeeeneuae 


Interstate Metal Products Co., Inc. 


p (Office Equipment Division) 
1666 Lake Shore Drive, Chicago 11, Ill. 


Please send me FREE literature and more information 
about Executive plastic chair mats. 


NAME 
TITLE 
COMPANY ...... 


ADDRESS at 
(city) (zone) (state) 


For More Information Circle No. 427 





Our Golden Rule 


has earned the 
friendship of 
many fine firms 


Ask any one of our customers. Whether 
he’s a small or large concern, whether 
his problem was simple or difficult, 
he’ll probably tell you that he has had 
prompt and efficient service from the 
House of the Golden Rule. 


This kind of service, plus superior 
products, has led to business friend- 
ships that endure through the years. 





... 
renga 


i 


We'd enjoy working on your special 
requirements. Just drop us a line. 

Specialists in the manufacture of spirit 
master units, spirit carbon, hand cleansers 


and fluids. 


Colonial Carbon Company 


SKOKIE, ILLINOIS 
Serving the wholesale trade exclusively 


TIVITY 


7 


[Thatta 





heaetons 





TTT] 1 
| 


__ COLONIAL CARBON COMPANY 


“The House of the Golden Rule 


7 ou 


bist iwtulaphads 
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Ozalid Marketing Manager 


James A. Travis 
was appointed mar- 
keting manager, 
Ozalid Div., General 
Aniline & Film 
Corp., according to 
L. Byron Cherry, 
Ozalid Div. general 
manager. Mr. Travis 
will be responsible 
for consolidated 
marketing functions 
in a newly created marketing department. 
He joined Ozalid in 1939 as advertising 
manager, was named assistant sales man- 
ager in 1941, and New York metropolitan 
sales manager in 1942. In 1943, he was ap- 
pointed Atlantic regional manager, and 
manager of branch operations in 1954. He 
became general sales manager in 1957. 


James A. Travis 


Old Town Appointments 


Appointment of Bernard F. Hurley as 
New York sales manager of Old Town 
Corp. was announced by Gabriel S. Carlin, 
general sales manager. Old Town makes 
duplicating equipment, supplies, ribbons 
and carbons. Mr. Hurley joined Old Town 
in 1954 as a national accounts representa- 
tive. His present appointment follows a 
very successful and outstanding sales de- 
velopment record. The company also an- 
nounced the promotion of Irving M. Pincus 
io assistant New York sales manager. 


Photostat Names Lundy 


James L. Lundy was appointed sales 
administration and control manager of 
Photostat Corp., Kenneth M. Leghorn, 
president, announced. Dr. Lundy will di- 
rect and develop sales administration and 
control procedures and be responsible for 
assigning territories and products to the 
field sales force; as well as hiring, com- 
pensating and promoting sales personnel. 
He will also assist the general sales man- 
ager in developing policies and procedures 
for Photostat’s newly expanded sales pro- 
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gram. Before joining Photostat, Dr. Lundy 
served as special industrial engineering 
consultant for General Mills and IBM. 


Automated Equipment Manager 


Appointment of 
David Florence as 
sales manager-auto- 
mated equipment, 
was announced by 
W. A. Eiseman, vice 
president, Royal 
Typewriter Div., 
Royal McBee Corp. 
Prior to this, Mr. 
Florence was a spe- 
cial representative 
on the company’s marketing staff. In his 
new post, he will be responsible for the 
marketing policies and sales training in- 
volved in the sale of the equipment mar- 
keted by the department. He will also pro- 
vide technical assistance and guidance to 
district managers in the day-to-day market- 
ing of the equipment. 


David Florence 


Acco General Sales Manager 


Robert H. Morris, 
president of Acco 
Products, a division 
of Natser Corp., 
Ogdensburg, N. Y., 
announced the ap- 
pointment of Jack L. 
Moore as_ general 
sales manager. Mr. 
Moore, in addition 
to his new duties, 
will continue to 
serve as secretary of Acco Products. He 
joined Acco in 1950 as secretary of the 
company and has been actively connected 
with the sales department for the past nine 
years. He was instrumental in the develop- 
ment of Acco to a position of leadership in 
the industry. 


Jack L. Moore 


Arrow Rubber Appointment 


Arrow Rubber Corp., Derby, Conn., an- 
nounced the appointment of Gilbert M. 
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use Awards and — for mem- 
bership . . . contributions . . . recognition 
outstanding achievements 


ALL 


. . the Awards and Certificates will look 
better when you start with 


GOES BORDERED BLANKS 


You get multi-colors with only one color 
imprint. 

You get a big 3344% profit... Plus your 
regular mark up and quantity discounts 
You get a more satisfied . . . and more likely 
to repeat customer 


Every time you use 
GOES BORDERED BLANKS 


Need samples? Write today, we'll rush them 


net a 


LITHOGRAPHING CO. 
42 WEST 61st STREET * CHICAGO 


For More Information Circle No. 437 
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| Reischmann as vice president in charge of 


marketing. Mr. Reischmann is well known 
in the stationery trade having been for- 
merly national sales manager and market- 
ing director of Le Page’s, a division of 
Johnson & Johnson, and previously with 
Eversharp, Inc. and Eberhard Faber Pencil 
Co. 


Heads Forms Institute 


Lester J. Johnsen 
was elected presi- 
dent of Business 
Forms Institute by 
its board of direc- 
tors at the annual 
meeting last month. 
Mr. Johnsen, who is 
executive vice presi- 
dent of Atlantic 
Register Co., Wal- 
tham, Mass., has 
long been active in the BFI, and served 
as Ist vice president last year. 


Lester ¥. Johnsen 


Totalia Export Manager 


Almo Facchin, for many months head- 
quartered in the United States as North 
American sales manager for Lagomarsino 
FAI-S.p.A., has returned to the head of- 
fices of that company in Milan, Italy, as 
export director. 


Five-year-old “Johnny” appears in the 
school advertising of Richard Best Pencil 
Co. to promote sales for their Try-Rex 
shaped Futura pencils. 
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IF OFFICE GIRLS HAD 


EIGHT ARMS 


They'd Be As Fast and Versatile 


AS THE NEW 


At YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® 

Sort-All lets you sort anything for Filing— 

Posting—Mailing—Distributing, etc. Sorts alpha- 

betically from A-Z—by Month, Day or Date or any 

combination, Numerically by 5's or 100's and singles. Sturdy 
pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


KANKAKEE, ILLINOIS 


LF 
For More Information Circle No. 297 
A Oo W | TYPING that looks 
e like PRINTING — 


at a fraction of the cost! 





Inexpensive Typewriter Composition That 
Looks Like Expensive Typeset Printed Matter 


Your ‘‘copy’’ CAN Look Like This 


Now ~ your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormposition, and JUSTIFIED 
so that regular type-set printing is 
sirmmlated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand rnargin. 


‘iia casts 


Your ‘‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
eo that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 

a simple offset, mimeographed, or 
hektographed bulletin, the Marginato: 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens ° 
up the right-band margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY, [121 W. Magnolia Ave., Burbank, Calif. 


For More Information Circle No. 296 
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EVER-SAFE Portable 
Insulated LEDGER FILE 


No heavy lifting of filled trays 


FIRE PROTECTION at point of use. 


Special Features: New Keylocking ‘'T’’ handle 
with 2-point locking. Drawer extends 29!/."' clear 
of cabinet on extra heavy duty suspensions. Write 
for complete information and prices. 


EVER-SAFE CO. 500 .cse° 

For More Information Circle No. 329 
OOO0000VU0O0 | 

STEVENSON & SMITH, me 


LEADING MAMET ACID RERS — 














O 


a 


. 
=i 


ee 


99 9.9.0 





Sadvenced & Smith,” lee 
O forms manuf, ' 


O: ‘tems creato 


O ‘dealers and “systems analysts. 


O Write for name of your nearest 
representative, 





STEVENSON & SMITH, INC. 


Lackawanna Place 


BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 330 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In_ beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name. 
THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 








For More Information Circle No. 331 


Make Your Own 


fe 
RUBBER STAMPS 
ie at a fraction of the cost! 


BERKROY 


New Rubber Stamp Press 


Easily operated 
by your office 
personnel.Com- 
pact 8” x 9”x 10”. 
Operates on 110 
volt A.C. current. 
Gives years of 
durable, trouble- 
free service. 


For illustrated 
catalog & nearest 
dealer write to: 


BERKROY PRODUCTS CO. 
1171 E. 32nd St., Los Angeles 11 


For More Information Circle No. 332 
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Coming NOMDA Conventions 


The National Office Machine Dealers 
Assn. will hold its 1963 convention at the 
Hotel Sherman, Chicago, June 23-26. This 
will be the first annual meeting in Chicago 
since NOMDA’s 25th anniversary in 1950. 
As a new policy, NOMDA will meet in 
the midwest rather than on either coast. 
This year the convention is in Coronado, 
Calif.; 1961 will be at Grossinger’s, N. Y.., 
and 1962 will be in Minneapolis. 


Western Addo Sales Manager 


Carl Gronhagen, president of Western 
Addo Machine Corp., Los Angeles, an- 
nounced the appointment of R. T. “Dick” 
Kelley as sales manager and assistant gen- 
eral manager. Mr. Kelley will supervise 
sales throughout the 13 western states of 
Addo-x adding machines, Adler typewrit- 
ers, and Roneo duplicators. He has been 
in the office machine industry over 30 
years, during which time he has served in 
managerial positions with several manu- 
facturers. 


Robertson Sales Appointment 


Robertson Photo-Mechanix, Inc., Chi- 
cago, announced that M. A. Miller joined 
the company as assistant sales manager 
for its standard photomechanical products. 
Mr. Miller will work closely with the ex- 
tensive Robertson dealer organization, to 
aid dealers to promote and sell Robertson 
products. For four years he was in charge 
of the Graphic Arts Div., H. Lieber Co., 
Indianapolis. 


Office Engineering Course 


A specialized college course leading to 
a degree in office engineering was proposed 
by Frank B. Puckett, sales manager, 
Columbia-Hallowell Div., Standard Pressed 
Steel Co. Before the Washington, D. C., 
Stationers Assn., Mr. Puckett made the 
proposal as “one long-range step to up- 
grade the office furniture industry by at- 
tracting high caliber sales personnel to 
the field.” Referring to the shortage of 
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+ just want 
to tell you ... 














I’ve got the best, 
a TORPEDO 18 De Luxe! 


The Portable with all features: 
Segment Shift, Tabulator, 
Standard Keyboard, Smooth, 
Featherlight Touch, Four-Position 
Line Space Selector, Automatic 
Paper Feed, etc. A product of: 


TORPEDO BUROMASCHINEN WERKE AG 
FRANKFURT/MAIN-ROEDELHEIM 
Founded 1896 Western Germany 


Distribution Centers throughout the 
U.S.: Write for more information! 
For More Information Circle No. 420 


287 





GOT HIGH-PRICED HELP 


? 


Q. LOOKING FOR RECORDS e 


A LOW-COST “CONVOY” f 
e STORAGE FILESe 


All your semi-active 
are instantly available. 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 


All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 
deposit slip, tab card 
10 others. 


or inactive records 
What a time and 


There's a dealer near 
you—or write 


CONVOY, Inc. 


STATION B, BOX 216-H 
CANTON 6, OHIO 


For More Information Circle No. 418 


sOREQ-FILE 


Reg. U.S. Pat. Off. 


SAVES 20% TO 60% TIME 
50 models. Systems Sorting Service 


THOUSANDS IN USE 
© 





For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. For collating on the 
new Col-A-Tron. Write for 
illustrated circulars. 
Since 1946 Representatives everywhere. 
Associated Industrial Designers 
P.O. Box 39652, Los Angeles 39, California 
Plant: 1250 East Sixth Street 
Warehouse: New York, Chicago 











For More Information Circle No. 419 
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| well trained office furniture saiespeople as 


a situation common to most manufacturers 
and dealers in the industry, he said, “Now 
is the time to begin preparations for 
where we want to find ourselves in ten or 
15 years. One good way to attract alert 
young people is to interest several colleges 
and universities in offering an office en- 
gineering curriculum.” 


Motorized Shelf Files 


Supreme Steel Equipment Corp., Brook- 
lyn, N. Y., and Wheeldex & Simpla Prod- 
ucts, Inc., Peekskill, N. Y., are joining 
in the sale and promotion of the Conserv- 


| A-Matic motorized shelf file, mechanized 


filing cabinet for letter and legal size rec- 
ords. Working independently, the design 
and development of a practical mechanized 
filing cabinet has been one of the chief 
projects of both firms for several years. 
Under the new plan they will pool engi- 
neering, research and development facil- 
ities, but each will retain independent 
status. Supreme Steel will continue to 
offer the unit under the Conserv-A-Matic 
title, Wheeldex will use the name Motor- 
shelf for its units. 


Stromberg-Carlson Appointment 


Appointment of Warren C. Dunn as 
manager of marketing for Stromberg- 
Carlson—San Diego was announced by 
Donald G. Wilson, general manager. Mr. 
Dunn came to the company from South- 
western Industrial Electronics, Inc., where 
he served as general sales manager. 


Ennis Changes Firm Name 


Officers, directors and stockholders of 
Ennis Tag & Salesbook Co., Ennis, Texas, 
unanimously voted to change the com- 
pany’s name to Ennis Business Forms, 
Inc. American Carbon Paper Mfg. Co. 
was renamed Ennis Carbon Paper Co. 
and will operate as a division of Ennis. 
Ennis Tab Card Co. and Dunlee Paper 
Products Co. were incorporated into the 
parent company. 
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HIGHEST QUALITY PURE 
RUBBER BANDS—CONFORM 
TO FEDERAL SPECIFICA- — 
TIONS. In 1-0z., % Ib. and 
1 Ib. boxes and bulk. % Ib. 
hox has handy dispenser flap. 


4 ounces 


PLYMOUTH RUBBER 


since 1896 
CANTON, MASSACHUG 


For More Information Circle No. 325 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER'S, INC. CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, Ill. Houston, Texas 


’ A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 326 
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IT PAYS T0 


WHEN BUYING 
BUSINESS MACHINES 


Experienced buyers recognize 
the importance of the mofor in 
obtaining quiet, dependable 
business machine operation. 
This accounts for the increas- 
ing preference for office 
appliances driven by special 
application Lamb® motors 
... Known for long life and 
trouble-free performance. 


THE LAMB ELECTRIC COMPANY - Kent, Ohio 


A Division of American Machine and Metals, Inc. 
In Canada: Lamb Electric— 
Division of Sangamo Compan y Ltd.—Leaside, Ontario 


Amb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER 


MOTORS 


For More Information Circle No. 215 
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Harrell Joins Farrington 


Russell L. Harrell was named executive 
vice president of Farrington Mfg. Co., 
William M. Tetrick, president, announced. 
Mr. Harrell was formerly director of data 
processing and manager of subscription 
services for Reader’s Digest. 


Business Forms Gain 


A gain of 13% in dollar volume of 
sales of forms in the first six months of 
1959 over the like period of 1958 was 
reported by Business Forms Institute after 
a survey of representative manufacturers 
of manifold forms. Sales for the first half 
of 1959 were up 9% compared with the 
last six months of 1958. These gains were 
expected to push 1959 sales over the $350 
million total sales of 1958. 


Lee A. Phillips 


Lee A. Phillips, founder of the different 
companies in Rochester, N. Y., bearing his 
name, passed away at the age of 65 on 
January 30. Mr. Phillips was a pioneer 
manufacturer of carbon papers. inked rib- 
bons and stamp pads as well as an inventor 
of numerous noteworthy products in this 
field. 


“Well, how’s this? I'll trade you one 
passable stenographer and one junior 
file clerk for one charwoman.” 
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Do You Have 


“DESK- 
SHELF 
MESS?” 


clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk 
shelf! The new heavy 
gauge plastic Viso- 
Deskplate keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear —smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
wiped off. Self-sealing 
hinge—just lift front edge 
to change material. Stand- 
ard size 1244” x 15”—special sizes on request. 
ORDER TODAY—SATISFACTION GUARANTEED 


If your stationer does not have Viso-Deskplate, 
we ship postpaid for check with order (or open 
account to rated companies). 


One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


D.C. HEY CO., Inc. © 2108 Nicollet Ave., Minneapolis 4, Mina. 














For More Information Circle No, 354 sg 





SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT'’ (Office Market) general 
guide, semi monthly, printed in GERMAN $8.60 
“DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German .....$10.25 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 


136 Liberty St. . New York 6, N. Y. 
Tel. BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 355 
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BALL POINT 
+ 


WHOLESALERS & DEALERS 


Exclusive Territories Open! 


Scotty is the best selling style 
of pen on the market today! 


The pen color is the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 

Every Pen is guaranteed perfect 

Special Imprinting @ One Day Service 
Double your net profit with SCOTTY Pens 
and standard refills 


Write for catalogue sheets and discount on 
other styles of pens and desk sets. 


SCOTTY ENGINEERING CO. 


8 Minna Street ¢ San Francisco 5, Calif. 
For More Information Circle No. 356 


You Can Find New Office 
Space with 3 D Planomatic 





Planomatic-Magnetized 3D scale models— 
reveal the most efficient space plan by per- 
mitting complete visualization. 


Planomatic sets are available in any size to 
meet your requirements. 


M& M INDUSTRIES 
Box 91, South Milwaukee, Wis. 


For More Information Circle No. 357 
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AAR REECE egy WAY 
s ies : Site 


Office 
Equipment 
Manufacturers & 


Exporters: 


Increase 
Your 
Business 
With 
Latin 
America 


& & 
REVISTA DE EQUIPOS PARA OFICINAS 
Circulation—Over 11,000 





ewe 








SARL ret 
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NNUALLY the entire Latin American con- 

tinent will absorb a very impressive 
volume of your products. There are 19 
countries in Latin America where all the 
office equipment and stationery importers, 
distributors, dealers and larger users receive 
La OFICINA. They keep it, refer to it as 
a guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your product in the 
1960 La OFICINA. Its advertising rates are 
low—its coverage is complete (circulation 
over 11,000). Your advertising in LA OFICINA 
is basic to establishing and building a profit- 
able Latin American trade. 


OFFICE PUBLICATIONS INC. 


232 Madison Ave., New York 16, New York 





1960 ANNUAL OFFICE 
MANAGEMENT FORUM 


(Continued from page 174) 


of punched card accounting. My “towel 
of recommendation” was tossed in when 
the manufacturer’s engineers suggested an 
immediate need for more machines and 
more specialized personnel. 

Our one-year machine rental contract, 
which became active after eight months of 
waiting for arrival of the machine, was 
terminated in two months—one during 
which we operated and the other while 
we waited for the machines’ owner to pick 
up his property. We could have utilized 
the valuable office space during that second 
month. 

We recaptured some fortune by selling 


our unused custom-printed cards to another | 


trucking concern in a nearby city. Some 
stock cards were resold to the manufac- 
turer at original purchase price. We ad- 
vertised both locally and nationally in an 
attempt to unload some of our auxiliary 
equipment with little success. Today we 
use one of the $325 card file cabinets as 
a parts bin for nuts and bolts at our truck 
maintenance headquarters. 

During the year (1955) we entertained 
punched card accounting, the annual wages 
paid to our productive office personnel 
consumed 8.429% of gross revenue. With- 
out punched card accounting in 1956, the 
wages paid to our productive office per- 
sonnel amounted to 5.405% of gross 
operating revenue. This was an actual 
saving by our company in one wage 
category alone, despite the fact that we 
expected a normal wage percentage in- 
crease due to the overall increase in busi- 
ness over the previous year. Again in 
1957 our gross revenues climbed, while 
the same wage category stood at 5.83% of 
gross. Similarly, our 1958 gross rose and 
wages eased to a levelling off of 6.001%. 
Operating revenue for the first 11 months 
of 1959 showed an increase of approxi- 
mately 14.34% while wages hovered 
around the familiar 6% of gross. 

We feel certain that the wage percentage 
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PROBLEMS 
SOLVED 


3 PHONE 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature. 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 











HIGHEST 
OlUr NERD 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Registcr & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 461 





An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On A 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 








Contact your Local Typewriter Dealer 





For More Information Circle No. 462 


GENUINE ENGRAVED 
EITERREADS 
ITD 22 hiv 
Gonuine BUSINESS CARDS 

500 $11 ¢ 1000 sisM™@i iit 


MANUSCRIPT COVERS 100 FOR $3.00 WANTED 


CLIP YOUR LETTERHEAD 10 THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 463 





DIES ano PROOFS 

















THE 


“"KOH-I-BALL" 


. .. the New Double-Ended 
Ball-Point Pencil 


¢ writes RED e writes BLUE 








another Koh-l-Noor exclusive... the 
only two-in-one ball point pencil of its 
kind on the market. 


1-BALL. JQIS 


KOM 


polished brass nose-pieces 
light wooden barrel 


full-length red & blue 
ball-point inserts {easily 
replaced with available 
refills) 


Packed either 12 Koh-!-Balls on a display 
card or in a dozen box. 
Retail price 49c 


trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 


Bloomsbury 10, New Jersey 
For More Information Circle No. 189 


INDIANA 


“Under Counter” CASH DRAWERS 
HERE'S HOW 
SMALL BUSINESS—for Cash Handling and Storage. 


DEPARTMENT STORES—for Auxiliary Cash Han- 
dling, Bank Drawers, for Special Soles. 


MANUFACTURERS—in Cafeterias, Parts Sales 
Counters, for Petty Cash. 


Model V-1 (ill.) 

List $29.50 
@ No stock to carry ¢@ 
@ 24hour shipment GG 


@ Full dealer 
discount 


A Quality Product 


A wonderful door-opener for follow-up sales of 
more expensive equipment. Write now .. . 


INDIANA cash DRAWER Co. 


P.O. Box 2368 e@ Shelbyville, Indiana 
For More Information Circle No. 338 
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FREE! ALVIN READY REFERENCE 
CHART with DECIMAL TABLE 


Fully illustrated reference chart showing com- 
plete Alvin line. Includes handy Decimal Chart 
Tack on wall or file in drawer. See Alvin's com- 
plete line at your dealer or write for Alvin 
Ready Reference Chart TODAY! 
America’s Most Complete Line of: 

« Drawing Sets e Drafting Materiais 

e Drafting Instruments e Drawing Equipment 
e Designing Aids e Measuring Devices 


ALVIN & CO., INC. e¢ WINDSOR, CONN. 
For More Information Circle No. 339 











RITE-LINE copyrnoiper 


* TAKES COPY UP TO 20° 
e PROMOTES ACCURACY +*HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





e SAVES EYESTRAIN 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 


9 39 ‘ N W W ashinaton oe ©) 


For More Information Circle No. 340 
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for productive office personnel is stabilized | 
sufficiently so as to expect no sharp rise | 
in the next few years while we anticipate | 
continued growth of gross operating reve- | 
1955 and | 
1959, we have successfully regained the | 


nues. Additionally, between 


high morale of our employees. We were 


able to extend consistent improvements in | 


both wage and fringe benefits to a degree 
unattainable by many companies in the 
motor carrier industry. Employees, in re- 
turn, have become generous in their 
efficiency, production and loyalty. Office 
turnover has been held to a minimum 


throughout the past four years of rapid | 


growth. Without punched card account- 
ing, we have become more flexible and 
rapacious in our capacity to consume 
greater workloads in the office without 
loss of excellence in production. 

Let’s look at the facts. Over a four 
year period (1955-1958) we increased our 


gross operating revenue by approximately | 


65% while reducing specified categorical 
wages by 2.428%, with manual office ma- 
chines through sensible office procedures 
by human clerks who are allowed to think 
for themselves. 

Some in our management, including the 
writer, believe that automation of our office 
eventually will become a reality. If the 


past proof of our growth is a criterion of | 


the future, sheer size alone will dictate 


the need of automatic data processing at | 


| This dual-purpose “Model 13D” 


cedures are initiated and effected through | 


a distant date. 
appear 


But, we need not rush to 
progressive. If effective pro- 


introspective management and _ efficient, 
happy employees, haste is not in order.— 
WILLIAM MARCHU, Vice President, Ad- 
ministration, Inland Express, Inc., 
cuse, N. Y. 


FILE YOUR COPIES OF THE OFFICE 
in handy volume files. Each file holds one 
volume (six issues) with the volume index 
in the last copy (June and December). Two 
files, to hold an entire year’s issues, are $5 
postpaid in the U.S. from Jesse Jones Box 
Corp., Box 5120, Philadelphia 41, Pa. 
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| obsolete 


Syra- 


Use this 
SHREDDER 


to DESTROY 
OBSOLETE RECORDS 


SHRED WASTE PAPER 
INTO PACKING MATERIAL 


2% 


U 


Shredder can be used to destroy 
records, useless papers 
presently cluttering office file cases. 
In addition it can be used to convert 
old newspapers, and other suitable 
stock into paper excelsior for pack- 
aging shipments. Pays for itself in 
the money it saves you. 

Write for catalog and FREE TEST- 
IT-YOURSELF PLAN. Larger and 
smaller models available. 


INDUSTRIAL SHREDDER 


& CUTTER COMPANY 
103 Mill Street Salem, Ohio 





For More Information Circle No. 450 
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SPRINT 


is portable 


it can be removed from one office to another 
everywhere there is 
a typewriter and the need of more copies. 


The Sada Sprint spirit duplicator is: 
-light 
-completely close 
-the spirit is hermetically contained 
in the suitable tank 


Your secretary will use it with pleasure, without any difficulty 
and without being smudged: 
easy to operate adjustable for printing on any range of paper 
ensures the even clearness on any part of the copy 


FEATURES: 


-automatic engagement of the master, 
-immediate and micrometric 

printing displacement 

printing pressure with progressive 
regulation, 

-semi-automatic moistening, 

-reversible paper feed table 

for the complete closing of the machine. 


Write for details and terms to 


S.p. A. Duplicatori ed Affini 


First Manufacturer of Duplicators in Italy 
Milano, Italy, - Piazza S. M. Beltrade, 1. 


For More Information Circle No. 264 











American Management Assn. Electronics 
Conference, Statler Hilton Hotel, New 
York, Feb. 29-March 2. 


Office Management Assn. of Chicago, Con- 
rad Hilton Hotel, Chicago, Feb. 29- 
March 3. 


National Office Furniture Assn., Chalfonte- 
Haddon Hall, Atlantic City, March 11- 
13. 


Southern California Business Show, Am- 
bassador Hotel, Los Angeles, March 29- 
April 1. 


National Microfilm Assn., Statler Hilton 
Hotel, New York, April 19-21. 


National Assn. 
Pittsburgh 
May 2-4. 


of Educational Buyers, 
Hilton Hotel, Pittsburgh, 


Western Joint Computer Conference, San 
Francisco, May 3-5. 

Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, May 15-18. 


American Society for Personnel Ad- 
ministration, Statler Hilton Hotel, New 
York, May 16-18. 


National Society for Business Budgeting, 


Netherland Hilton Hotel, 


May 19-20. 


Cincinnati, 
National Office Management Assn., Mont- 
real, Canada, May 22-26. 


Federal Government Accountants Assn., 
Statler Hilton Hotel, New York, May 
23-24. 


Institute of Internal Auditors, Schroeder 
Hotel, Milwaukee, June 12-15. 


National Assn. of Accountants, Roosevelt 
Hotel, New Orleans, June 19-22. 
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National Machine Accountants Assn., San 
Francisco, June 22-24. 


National Office Machine Dealers Assn., 
Coronado, Calif., July 10-13. 


National Society of Public Accountants, 
Muehlebach Hotel, Kansas City, Mo., 
Aug. 22-26. 


National Business 
Chase Park-Plaza 
Sept. 14-17. 


Forms _ Associates, 
Hotel, St. Louis, 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 24-28. 


American Institute of Certified Public Ac- 
countants, Bellevue-Stratford & Sheridan 
Hotels, Philadelphia, Sept. 25-28. 


Life Office Management Assn., Royal York 
Hotel, Toronto, Canada, Sept. 26-28. 


National Assn. for Bank Audit, Control & 
Operation, Statler Hotel, Los Angeles, 
Oct. 10-12. 


Systems & Procedures Assn. of America 
Commodore Hotel, New York, Oct. 10- 
14. 


Controllers Institute of America, Fairmont 
Hotel, San Francisco, Oct. 22-26. 


National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 23-26. 


National Business Show, Coliseum, New 
York, Oct. 24-28. 


Office Equipment Manufacturers Exhibits, 
Memorial Sports Arena, Los Angeles, 
Nov. 1-4. 


Society of Reproduction Engineers, Sher- 
man Hotel, Chicago, Dec. 3-6. 





ADVERTISERS 


Acco Products 

Acme Visible Records, Inc. 
Addo-x, Inc. 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp. 
Advanco Products, Inc. 

Aigner Co., G. J 

Akro-Mils, Inc. 

Allen Business Machines, Inc., R. C 
All-Rite Pen, Inc. 

Alvin & Co. 

Amberg File & Index Co. 
Ambi-dex Sales Co. 

American Dictating Machine Co 
American Geloso Electronics, Inc 
American Numbering Machine Co. 
American Stencil Mfg. Co. 
American Type Founders Co. 
Ames Supply Co. 

Ampto, Inc. 

Apsco Products, Inc. 

Arlington Aluminum Co. 
Associated Industrial Designers 
Atlas Stencil Files Corp. 


Bankers Box Co. 

Basten, Peter 

Bedinghaus Business Forms Co. 
Bell & Howell Phillipsburg Co. 
Bentson Mfg. Co. 

Berkroy Products Co. 

Best Pencil Co., Richard 
Bevco-Precision Mfg. Co. 
Bruning Co. Charles 
Burroughs Corp. 

Business Efficiency Aids 


Can-Pro Corp. 

Carteret Printing Co. 

Carter's Ink Co. 

Cashere Corp. 

Catskill Craftsmen, Inc. 

Challenge Machinery Co. 

Chart-Pak, Inc. 

Cheshire. Inc. 

Chesley Industries, Inc. 

Chicopee Mills, Inc. 

Clarin Manufacturing Co. 

Clarkson Press, Inc. 

Codo Mfg. Corp. 

Cole Steel Office Machines. Inc. 
(Dictating Machines) 

Cole Steel Office Machines, Inc 
(Typewriters) 

Collamatic Corp. 

Colonial Carbon Co. 


Columbia Ribbon & Carbon Mfg. Co. 


Colwell Litho Products Inc. 
Comptometer Corp. 

Control Systems, Inc. 

Convoy, Inc. : 

Copease Corp. 

Cotterman, |. D. 

Cotton Fiber Paper Manufacturers 
Covercraft Co. 

Cramer Posture Chair Co. 
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DeJur-Amsco Corp. 

Delta Products Div., Air Accessories, Inc. 
Denominator Co. 

Dewberry ees Co. 

Dick Co., A. B. 130, 131, 132 
pele eels Corp. 

Dictograph Products, Inc 

Dieh! Rechenmaschinenfabrik 

Ditto, Inc. Inner Back Cover 
Dolin Metal Products, Inc 134 
Dreusicke & Co., K. G., Wilhelm 277 


Eastern Fine Paper & Pulp Division 121 
Eastman Kodak Co. (Ektalith) 2 
Eastman Kodak Co. (Recordak) 143 
Eaton Paper Corp. 30 
Eichner Organisation (Notamat) 56 
Eichner Organisation (Thermofilm) 263 
English Numbering Machines, Ltd 289 
Eraser Co. 286 
Esleeck Mfg. Co. 109 
Eureka Specialty Printing Co 127 
Evans Specialty Co. 

Ever Ready Calendar Mfg. Co. 

Ever-Safe Co. 

Exec Mfg. Corp. 


Faber-Castell Pencil] Co.. A. W. 
Facit, Inc. 

Felins Typing Machine Co 
Finch, Pruyn & Co. 

Fletcher Paper Co 

Force & Co... Wm. A 

Frankel Mfg. Co. 

Friden, Inc. 

Funk & Co., R. 


Gates Acoustinet, Inc 
Geiss-America Inc. 
Glue-Fast Equipment Co 
Goes Lithographing Co 
Graff Co., George B. 
Graphic Systems 

Griffin Mfg. Co 


Haloid Xerox Inc. 
Hamilton Autographic Register Co 
Hammermill Paper Co. 
Heller “4 -e: Lessig Corp 
Hey Co., 

Heyer, ie.” 

Homs Co., Douglas 
H-O-N Co. (Desks) 
H-O-N Co. (Shannovue) 
Hoosier Desk Co. 
Houston Fearless Co. 
Hunt Pen Co. C. Howard 
Hush-A-Phone Corp 
Hygienic Dental Mfg. Co 


Indiana Cash Drawer Co 

Industrial Shredder & Cutter Co. 

Infra Corp. . 

Inter-Continental Trading Corp. (Olympia) 
Inter-Continental Trading Corp. (Telefunken) 
international Business Forms, Inc. 
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International Office Appliances, Inc. . 
Interstate Metal Products Co. . 


Kenro Graphics, Inc. 
Koh-l-Noor Pencil Co. 


Lagomarsino-FAl 
Lamb Electric Co. 
Lassco Products, Inc. 
Leathercraft, Inc. 
Lee Products Co. . 
LeFebure Corp. 
Letterex Corp. 


M & M Industries 

Maggie Magnetic Visual Aids Corp. 

Manpower, Inc. 

Marchant Calculators Div., 
Smith-Corona Marchant Inc. 

Marginator Co. 

Martin Yale, Inc. 

Master Addresser Co. 

Master-Craft Corp. 

Meilink Steel Safe Co. 

Mercury Industries, Inc. 

Metalcraft, Inc. 

Metal Products Engineering Inc. 

Methods Research Corp. 

Metropolitan Wire Goods Corp. 

Michael Lith Sales Corp. 

Miller Sewer Rod Co. 

Miller-Trojan Co. 

Mim-E-O Stencil Files Co. 

Minnesota Mining & Mfg. Co. (Dusting Fabric) 


Minnesota Mining & Mfg. Co. (Filmsort) 188, 


Minnesota Mining & Mfg. Co. 

(Microfilm Reader-Printer) 
Minnesota Mining & Mfg. Co. 

(Offset Plates) 112 
Minnesota Mining & Mfg. Co. (Scotch Tape) 
Minnesota Mining & Mfg. Co. (Thermo-Fax) 
Minnesota Mining & Mfg. Co. (Type Cleaner) 
Monroe Calculating Machine Co. 

(Accounting Machine) 

Monroe Calculating Machine Co. 

(Calculating Machine) 

Moore Business Forms, Inc. 
Multistamp Co. 


Nardon Mfg. Co. 

National Assn. of Accountants 

National Cash Register Co. 

National Office Furniture Assn. 
National Plastic Products Co. 
Nebraska Salesbook Co. 

Nippo Machine Industry Co., Ltd 

North American Philips Co. 

NuArc Co. (File-O-Matic) 

Nu Arc Co. (Rapid Printer-Light Tables) 


Office Publications, Inc. 
Old Town Corp. .... 
Olivetti Corp. of America 
Oxford Filing Supply Co. 


Paige Co. 

Paper Welder, Inc. 

Parsons Paper Co. 

Paterson Parchment Paper Co. 
Peerless Photo Products Inc. 
Photorapid Corp. 

Photostat Corp. 

Pitney-Bowes, Inc. (Folding & Insert Machine) 
Pitney-Bowes, Inc. (Mailing Scales) 
Pitney-Bowes, Inc. (Meter) 

Plastic Binding Corp. 

Plus Computing Machines Division 
Plymouth Rubber Co. 

Port Huron Sulphite & Paper Co. 
Posting Equipment Corp. 
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Precision Mfg. Co. 
Print-O-Matic Co. .. 
Pronto File Corp. ... 
Pryor Marking Products 


Recordak Corp. 
Regna Cash Registers, Inc. 
Remington Rand Div., Sperry Rand Corp. 
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Scotty Engineering Co. 
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Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker Co 
Shredmaster Corp. 
Smead Mfg. Co. 
Smith-Corona Marchant, Inc. Inner Front Cover 
Spear Engineering Co. 233 
Speed-O-Print Corp. 75 
Standard Duplicating Machines Corp. 117 
Standard Instrument Corp. 162 
Standard Pressed Stee! Co. 

Columbia-Hallowell Division (Chairs) 
Standard Pressed Steel Co. 

Columbia-Hallowell Division (Files) 
Staplex Co. 
Stationers Loose Leaf Co. 
Stebco Products 
Stevenson & Smith, Inc. 
Stile-Craft Manufacturers Inc. 
Swift Business Machines pe 


‘Swingline, inc. 


Syntron Co. 


Tab Products Co. 

Tauber Plastics, Inc. 

Tech Panel Co. 

Teletype Corp. 

Thomas Collator Industries, Inc. 

Thomas Collator Industries, Inc. (Rotomatic) . 
Tiffany Stand Co. 

Torpedo Buromaschinen Werke A.G. 
Traveletter Corp. 


Underwood Corp. 
United States Envelope Co. 


VariTyper Corp. 

Venus Pen & Pencil Corp. 
Victor Adding Machine Co. 
Visirecord, Inc. 

Vogel- Peterson Co. 


Watkins a , 

Watson Mfg. 

Wiemer's, Inc. 

Wolber Duplicator & Supply Co. 


Yawman & Erbe Mfg. Co. 
Zip-O-Riter Products . 











As We <... 


The practical objective of organized research 
is change for the better. In offices we have become 
accustomed to thinking of change in the form of new 
products. Very little has been done in the way of re- 
search on management theory, techniques, systems and 
administration, 

Organized research is big business. In the past 
40 years the number of industrial laboratories devoted 
to research has increased from under 300 to over 5000. 
Total research expenditures in the country this year 
will exceed $12 billion, more than double the sum of 
five years ago. 

The bulk of this is devoted to improved commer- 
cial products (or military hardware). Company reports 
reveal high percentages of sales accounted for by prod- 
ucts not on the market until recently. 

What is needed now is more emphasis on management 
research and not just on products. The management 
associations are rarely active in this area. The new 
Foundation for Administrative Research in Oklahoma is 
a step forward, but this is only a small beginning. 

Dramatizing the need for improved management 
thinking is Congressman Frank Karsten's (Mo.) pro- 
posal that Congress outlaw the use of stop watches and 
other devices to measure work in the Post Office De- 
partment. He says these devices are being used in a 
manner reminiscent of the galley slave overseers of 
ancient history! ; 

Correct work measurement abuses by all means, 
but do not throw out the baby with the bath water. 
This would be particularly inexcusable in an area where 
management improvement is so sorely needed. The future 
volume of mail in this country is expected to double 
within 25 years beyond its current 64 billion pieces 
annually. 
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fey s ifels 


direct process offset 


(spirit) masters... 


masters... 


The all-new DITTO 


MASTERFAX 


fold tela 


facsimile laminating... 


copying... 


does 4 gobs wm 1! 


MAKES SPIRIT MASTERS IN 15 SECONDS, without 
a typing carbon, from original copy on Masterfax paper 
also from newspapers, letters, business forms. Elim- 
inates retyping, rewriting, redrawing 
MAKES OFFSET MASTERS from image on Masterfax 
paper for high quality, long runs. Original remains un- 
changed —use it many times. Use any grade and size 
offset mat. Makes masters in about 15 seconds. 
MAKES LOW-COST FACSIMILES from any original 
newspaper clipping, letterhead, business form. Also, 
from image on Masterfax paper, makes copies on any 
weight, grade of paper—even cloth! 
PLUS FEATURE—IT LAMINATES! Covers papers, 
documents with tough, plastic coating. Protects 
against dirt, age, handling. Enhances appearance of 
papers. Costs only pennies! 


FOR FULL DETAILS AND DEMONSTRATION call 


your local DITTO Sales Representative, or mail coupon. 


Ditto 


For fifty years the helping hand for modern business 


0) 


Ditto 





For 


pre we ww we wo wo ww wr ww wo ww ee eG 





DITTO, INC., 6832 McCormick Rd., Chicago 45, Iil. 


Gentlemen: Without obligation, please— 


C) Send me full particulars on the amazing new 
DITTO MASTERFAX 


(CD Have your Sales Representative arrange a demonstration. 
NAME, TITLE__ 
COMPANY____ 
ADORESS___ 
ee 


__ZONE___STATE_ 








More Information Circle No. 480 





precision engineered to pay off 


. right where the type bar touches the paper. That’s where this new Royal 
Electric pays off. It pays you with writing so fine it looks cleanly, clearly 
different from the work of other electric typewriters. For the brand new parts 
of this machine make possible: 1 a more clearly etched letter than ever; 
2 a more uniform inking than ever; 3 a more accurate positioning of words 
and letters than ever. The result is better writing than ever. And easier 
writing, too. For this typewriter takes electricity and makes OYA R 
it. do more for the secretary than any typewriter ever did L 


before. Call your Royal Representative. 


NOW THE NEW ROYAL ELECTRIC 


A PRODUCT OF ROYAL MCBEE CORF RAT WORLD'S LARGEST MAN ACTURER F TYPEWRITERS 


For More Information Circle No. 478 
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